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Privacy Notice: Governors and Volunteers 
Privacy notice for governors and volunteers 

Under data protection law, individuals have a right to be informed about how the school uses any personal data that 
we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair processing 
notices’) to individuals where we are processing their personal data. 

St Bede’s School collects a lot of data and information about members of our community so that we can run 
effectively as a school. This privacy notice explains how and why we collect governors’ and volunteers’ data, what we 
do with it and what rights governors and volunteers have. 

This privacy notice explains how we collect, store and use personal data about governors and volunteers. 

We, St Bede’s School, Carlton Road, Redhill, Surrey, RH1 RLQ, are the ‘data controller’ for the purposes of data 
protection law. 

Our data protection officer is GDPR Sentry 

 Alternative contact: Mrs V Lygo-Baker (School Business Manager) 

 

 

Technology, practice and procedure are continually evolving and for known shortcomings plans are in place to fulfil 
the details described below. In the meantime, if you are aware of any areas falling below expectation please contact 
us in the first place, via the school’s data protection officer (school.dpo@saintbedes.net). 

Following recent draft guidance from the DfE, the school’s data retention policy is under development, and will take 
time to work through existing data to ensure compliance. The Information and Records Management Society’s toolkit 
for schools gives an idea of its likely content once finalised. Until such time as the policy is finalised and implemented, 
historical personal data will be put ‘beyond use’ in accordance with previous ICO guidance. 

‘May 25th 2018 is a beginning, not the end’ The ICO. This privacy notice will be updated online as the new regulation 
settles in. The school website version will be the latest version and in a format that can be downloaded or printed. 

Unless shown, numbered lists are for identification purposes and do not indicate a particular order. 

The personal data we hold 

Personal data that we may collect, use, store and share (when appropriate) about governors and volunteers includes, 
but is not restricted to: 

● Contact details (e.g. name, postal and email address and telephone number) 
● References 
● Relevant skills (which may include evidence of qualifications and/or employment details) 
● Information about business and pecuniary interests (and those of governors’ spouses] 
● Term of office information (such as start date and role) and type of governor 
● Attendance information 
● DBS details 
● Photo/image of governors 

 
We may also collect, store and use information about you that falls into “special categories” of more sensitive 
personal data. This may include information about (where applicable): 

● Race, ethnicity, religious beliefs, sexual orientation and political opinions 
● Date of birth and previous names of governors (for DfE database) 
● Disability and access requirements 
● CCTV images captured whilst on the school site 

 
 
 
 

This document is based on a template supplied by The Key education consultation service, in turn approved by Forbes 

Solicitors. Additional content is from Babcock advisory service. 

St Bede’s School - Data Protection 

mailto:school.dpo@saintbedes.net
http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit%2Band%2Bschools%22
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We may also hold data that we have received from other organisations, including church authorities, other schools, 
local authorities and the Department for Education. 

From time to time and in certain circumstances, we might also process personal data about governors and volunteers, 
some of which might be sensitive personal data, information about criminal proceedings / convictions or information 
about child protection / safeguarding. This information is not routinely collected about governors and volunteers and 
is only likely to be processed by the school in specific circumstances, for example, if a child protection issue arises or if 
a governor or volunteer is involved in a criminal matter. 

 
Where appropriate, such information may be shared with external agencies such as the child protection team at the 
Local Authority, the Local Authority Designated Officer and/or the Police. 

 

Such information will only be processed to the extent that it is lawful to do so and appropriate measures will be taken 
to keep the data secure. 

 

We collect information about governors and volunteers before they join the school and update it during the time they 
have a relationship with the school, as and when new information is acquired. 

 

School governors are also required to be Disclosure and Barring Service (DBS) checked in accordance with statutory 
regulations. This check necessitates the presentation of personal original documents that evidence identity and personal 
address details (usually to school office staff). However, these documents, or copies, are not shared. 

 
Why we use this data 

The purpose of processing this data is to support the school in order to: 

● Establish and maintain effective governance 
● Meet statutory obligations for publishing and sharing governors’ details 
● Facilitate safer recruitment, as part of our safeguarding obligations towards pupils 
● Undertake equalities monitoring 
● Ensure that appropriate access arrangements can be provided for volunteers who require them 
● To assess the quality of our services; 
● For the protection and welfare of pupils and others in the school, including our safeguarding / child 

protection obligations; 
● For the safe and orderly running of the school; 
● To send you communications that may be of interest to you which may include information about school 

events or activities, news, campaigns, appeals, other fundraising activities; 
● In order to respond to investigations from our regulators or to respond to complaints raised by our 

stakeholders; 
● In connection with any legal proceedings threatened or commenced against the school. 
● Populate the National Governor Database (Department for Education) in accordance with statutory 

regulations; 
● Circulate information to the governing board to enable them to undertake their role and functions; 
● Enable the Local Authority/Babcock 4S/partner dioceses to maintain a database of school governors 

facilitating appropriate information being communicated to them including the LA’s statutory duty to provide 
access to governor development and training opportunities; 

● Share Chair and Vice Chair contact information with Surrey County Council for use in an emergency. 

Our legal basis for using this data 

We only collect and use personal information about you when the law allows us to. Most commonly, we use it where 
we need to: 

● Comply with a legal obligation (Article 6 (c)) 
● Carry out a task in the public interest (Article 6 (e)) 

Less commonly, we may also use personal information about you where: 

http://www.st-bedes.surrey.sch.uk/3041/data-protection
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● You have given us consent to use it in a certain way (Article 6 (a)) 
● We need to protect your vital interests (or someone else’s interests) (Article 6(d)) 
● We have legitimate interests in processing the data – for example, where: as a church school we need to hold 

information about religious affiliation. 

Where we have obtained consent, this consent can be withdrawn at any time. We will make this clear when we ask for 
consent and explain how consent can be withdrawn. 

Some of the reasons listed above for collecting and using personal data overlap, and there may be several grounds 
which justify our use of this data. 

Collecting this information 

While the majority of information we collect is mandatory, there is some information that can be provided voluntarily. 

Whenever we seek to collect information from you, we make it clear whether providing it is mandatory or optional. 

In addition, the school also uses CCTV cameras around the school site for security purposes and for the protection of 
staff and pupils. CCTV footage may be referred to during the course of disciplinary procedures (for staff or pupils) or 
to investigate other issues. CCTV footage involving governors and volunteers will only be processed to the extent that 
it is lawful to do so. 

How we store this data 

We maintain a file to store personal information about all volunteers. The information contained in this file is kept 
secure and is only used for purposes directly relevant to your work with the school. 

We keep personal information about governors and volunteers whilst they have a relationship with our school. We 
may also keep it beyond that time if this is necessary in order to comply with our legal obligations. Our data retention 
policy sets out how long we keep information. 

To determine the appropriate retention period for personal data, we consider the amount, nature, and sensitivity of 
the personal data, the potential risk of harm from unauthorised use or disclosure of your personal data, the purposes 
for which we process your personal data and whether we can achieve those purposes through other means, and the 
applicable legal requirements. 

 
In some circumstances we may anonymise your personal information so that it can no longer be associated with you, 
in which case we may use such information without further notice to you. Once you are no longer a governor or 
volunteer at the school we will retain and securely destroy your personal information in accordance with our data 
retention policy OR applicable laws and regulations. 

You may request a copy of the data retention policy by contacting the school Data Protection Officer via the contacts 
page on the school website. The data retention policy falls broadly in line with the Information and Records 
Management Society’s toolkit for schools. 

A significant amount of personal data is stored electronically, though some information may also be stored in hard 
copy format. 

Data sharing 

We do not share information about governors and volunteers with any third party without consent unless the law and 
our policies allow us to do so. 

Where it is legally required, or necessary (and it complies with data protection law) we may share personal 
information with: 

We routinely share governors’ and volunteers’ information with: 

http://www.st-bedes.surrey.sch.uk/3041/data-protection
http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit%2Band%2Bschools%22
http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit%2Band%2Bschools%22
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1. Government departments or agencies – to meet our legal obligations to share information about 

governors/trustees1 
2. Our local authority, via their agent Babcock plc – to meet our legal obligations to share certain information 

with it, such as details of governors2 
3. Churches/Church authorities (including Southwark diocese and Diocese of Arundel and Brighton) (for 

governors)- for the purposes of receiving educational support; 
4. Suppliers and service providers – to enable them to provide the service we have contracted them for, such as 

governor/trustee support 
5. Professional advisers and consultants to support the fulfilment of our public duty (education) e.g. training 

 
From time to time, we may also share governors’ and volunteers’ information other third parties including the 
following: 

 

1. Police and law enforcement agencies; 
2. Courts, if ordered to do so; 
3. Our regulator [Ofsted] - to meet legal obligations in measuring school performance; 
4. School chaplain; 
5. Our legal advisors; 
6. Our insurance providers. 

 

Some of the organisations referred to above are joint data controllers. This means we are all responsible to you for 
how we process your data. 

 

In the event that we share personal data about governors and volunteers with third parties, we will provide the 
minimum amount of personal data necessary to fulfil the purpose for which we are required to share the data. 

 

Transferring data internationally 

Data stored electronically may be saved on a cloud-based system which may be hosted in a different country. Personal 
data may also be transferred to other countries if, for example, we are arranging a school trip to a different country. 
Appropriate steps will be taken to keep the data secure. 

Where we transfer personal data to a country or territory outside the European Economic Area, we will do so in 
accordance with data protection law. 

Governors’ and volunteers’ rights regarding personal data 

Individuals have a right to make a ‘subject access request’ to gain access to personal information that the school holds 
about them. 

If you make a subject access request, and if we do hold information about you, we will: 

● Give you a description of it 
● Tell you why we are holding and processing it, and how long we will keep it for 
● Explain where we got it from, if not from you or your child 
● Tell you who it has been, or will be, shared with 
● Let you know whether any automated decision-making is being applied to the data, and any consequences of 

this 

 
1 The lawful basis on which we collect and share governors’ personal data with the DfE is legal obligation: Section 538 of the Education Act 1996 
facilitates the DfE collecting and processing personal data relating to those who are responsible for governance in schools. This is used to create a 
National Governor Database. 
2 The lawful basis on which we collect and share governors’ personal data with Babcock 4S (on behalf of the Local Authority) is legal obligation. 
Section 22 of The Education Act 2002 places a duty on the LA to provide access to training for school governors and ensure they are provided with 
advice and guidance on how to discharge their role and responsibilities. A database is therefore maintained which facilitates communication 
between the authority (i.e. Babcock 4S) and individual governors. The LA also has various other statutory duties which, from time to time, will 
involve accessing the database. 

http://www.st-bedes.surrey.sch.uk/3041/data-protection
http://www.legislation.gov.uk/ukpga/1996/56/section/538
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● Give you a copy of the information in an intelligible form 

Individuals also have the right for their personal information to be transmitted electronically to another organisation 
in certain circumstances. 

If you would like to make a request, please contact our data protection officer. You will not have to pay a fee to 
access your personal information (or to exercise any of the other rights). However, we may charge a reasonable fee if 
your request for access is manifestly unfounded or excessive. Alternatively, we may refuse to comply with the 
request in such circumstances. 

Please note: As the School has limited staff resources outside of term time, we encourage governors and volunteers to 
submit Subject Access Requests during term time and to avoid sending a request during periods when the school is 
closed or is about to close for the holidays where possible. This will assist us in responding to your request as 
promptly as possible. 

Other rights 

Under data protection law, individuals have certain rights regarding how their personal data is used and kept safe, 
including the right to: 

● In certain circumstances, object to the use of personal data if it would cause, or is causing, damage or distress 
● Prevent it being used to send direct marketing 
● Object to decisions being taken by automated means (solely by a computer/machine, rather than by a 

person) 
● In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or restrict 

processing 
● Claim compensation for damages caused by a breach of the data protection regulations 

To exercise any of these rights, please contact our data protection officer. 
In the limited circumstances where you may have provided your consent to the collection, processing and transfer of 
your personal information for a specific purpose, you have the right to withdraw your consent for that specific 
processing at any time. To withdraw your consent, please contact the Headteacher. Once we have received 
notification that you have withdrawn your consent, we will no longer process your information for the purpose or 
purposes you originally agreed to, unless we have another legitimate basis for doing so in law. 

Complaints 

We take any complaints about our collection and use of personal information very seriously. 

If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any other 
concern about our data processing, please raise this with us in the first instance. 

To make a complaint, please contact our data protection officer via the contacts page on the main school website or 
by email to school.dpo@st-bedes.surrey.sch.uk. The ICO offers guidance here on how to raise a concern with an 
organisation: https://ico.org.uk/for-the-public/raising-concerns/ 

Alternatively, you can make a complaint to the Information Commissioner’s Office: online at 
https://ico.org.uk/concerns/handling/, or call 0303 123 1113, or write to: Information Commissioner’s Office, Wycliffe 
House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

Contact us 

If you have any questions, concerns or would like more information about anything mentioned in this privacy notice, 
please contact our data protection officer via the contacts page on the school website: 

Our data protection officer is GDPR Sentry 

 Alternative contact: Mrs V Lygo-Baker (School Business Manager) 

This notice is based on the Department for Education’s model privacy notice, amended for governors and volunteers 
and to reflect the way we use data in this school. 

http://www.st-bedes.surrey.sch.uk/3041/data-protection
mailto:school.dpo@st-bedes.surrey.sch.uk.
https://ico.org.uk/for-the-public/raising-concerns/
https://ico.org.uk/concerns/handling/
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices

