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Version history

Date Version

Summary of changes

September 2022 | V1

Original notice.

September 2026 | V2

Corrected two typos present throughout the original: the office email address
was written as 'stjeromebilingual.orbg', and the DPO's name was written as
'Clarie Mehegan' rather than Claire Mehegan. Fixed a dropped word: 'we reserve
the to verify' should read 'we reserve the right to verify'. Updated the Data
Protection Rights section to reflect the Data (Use and Access) Act 2025, which
introduced the 'reasonable and proportionate search' standard for subject access
requests. Updated the Complaints section to note that the Information
Commissioner's Office (ICO) becomes the Information Commission from 30
September 2026, while keeping the same contact details, since its functions
transfer across unchanged. Put into house format. Corrected the named School
Data Protection Lead contact throughout: Natasha McCarthy has left the school,
and the current Office Manager is Anne Quigg.




Under data protection law, you have a right to be informed about how the school uses any personal data we hold about
you. We comply with this by providing this privacy notice, sometimes called a 'fair processing notice'.

This notice explains how we collect, store and use personal data about individuals applying for jobs at our school.

Saint Jérome Church of England Bilingual School is the 'data controller' for the purposes of data protection law. We have
appointed Grow Education Partners Ltd, LDBS's GROW service, as our Data Protection Officer (DPO); the responsible
contact is Claire Mehegan (see Contact Us below).

Successful candidates should also refer to our Privacy Notice for School Workforce for how their personal data is
collected, stored and used once they join the school.

The Personal Data We Collect and Hold

e Personal information, such as name, date of birth and national insurance number

e Contact details and preferences

e Copies of right to work documentation

e References

e Evidence of qualifications

e Employment records, such as work history, job titles, training records and professional memberships
e Information from pre-employment background checks, such as criminal record and online searches
e CCTV images

e Protected characteristics, such as race, ethnicity, religious belief and sexual orientation

e Relevant medical information, such as disability and access requirements.

We may also hold data from third parties, such as references from former employers, information from pre-employment
checks, and the Disclosure and Barring Service. A full breakdown of the information we hold can be requested by
contacting Anne Quigg, Office Manager, via office@stjeromebilingual.org.

Why We Collect and Use This Data

e Staff recruitment, and ensuring we have the information needed to enter into a contract with you

e Fulfilling our legal obligations, such as checking eligibility to work in the UK before employment starts
e  Establishing relevant experience and qualifications

e Facilitating safer recruitment, as part of our safeguarding obligations towards pupils

e Equalities monitoring

e Ensuring appropriate access arrangements can be provided for candidates who require them.

Our Lawful Basis for Using This Data

For personal data generally, we rely on one or more of: your consent; necessity to fulfil a contract or take steps before
entering one; necessity to comply with our legal obligations; necessity to protect your vital interests; or necessity for
tasks in the public interest (the provision of education).

For special category data, we rely on: your explicit consent; necessity to fulfil the school's or your obligations; necessity
to protect vital interests; processing by a not-for-profit body; or reasons of public interest in public health. Where you
have given consent, you may withdraw it at any time.

Collecting This Information

While most information we collect is mandatory, some can be provided voluntarily. We make clear whether providing
information is mandatory or optional, and if mandatory, explain the possible consequences of not complying.

How We Store This Data



Personal data collected during the application process is stored in line with our Data Protection Policy. When no longer
required, we delete it in line with our data retention policy, available on request from Anne Quigg, Office Manager.

Unsuccessful Candidates

If your application is unsuccessful, we hold your data on file for six months after the end of the relevant recruitment
process, after which it is deleted or destroyed.

Who We Share Data With

To function legally, effectively and efficiently, we share data with appropriate third parties, including but not limited to:
former employers, to obtain references; employment background check providers; our auditors; our local authority, for
example for shortlists of candidates for a Headteacher position; suppliers and service providers, such as HR and
recruitment support; professional advisers and consultants; and employment and recruitment agencies.

International Data Transfers

We may send your information to other countries where we, or a company we work with, store information on computer
servers based overseas, or where we communicate with you while you are overseas.

We carry out due diligence on the companies we share data with, and note whether they process data in the UK, the EEA
(the European Union, Liechtenstein, Norway and Iceland), or outside the EEA. The UK and EEA countries are required
to adhere to equivalent data protection standards. For organisations processing data outside the UK and EEA, we assess
the circumstances and ensure there is no undue risk, and that adequate legal provisions are in place to transfer data
outside the UK.

Data Protection Rights

You have a right to make a 'subject access request' to gain access to personal information the school holds about you. If
you make a request, and we 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, tell you who it has been
or will be shared with, and let you know whether any automated decision-making is being applied to it. We will not
provide information where it would compromise the privacy of others, and will give you a copy of the information in an
intelligible form.

Under the Data (Use and Access) Act 2025, which amended the UK GDPR, you are entitled to the personal data we are
able to provide based on a reasonable and proportionate search; we are not required to conduct an exhaustive search of
every system if doing so would be disproportionate to the request. If we need more information from you to carry out a
reasonable search, the one-month response clock pauses until we receive it.

In most cases, we will respond to subject access requests within one month, as required under data protection legislation.
We are able to extend this period by up to two months for complex requests or exceptional circumstances.

Your other rights regarding your data include the ability to:

e  Withdraw your consent to processing at any time, where the school relies on consent as its lawful basis

e Ask us to rectify, erase or restrict processing of your personal data, or object to it in certain circumstances
e Prevent the use of your personal data for direct marketing

e Challenge processing justified on the basis of public interest, official authority or legitimate interests

e Request a copy of agreements under which your personal data is transferred outside the United Kingdom
e Object to decisions based solely on automated decision-making or profiling

e Request that we cease processing likely to cause damage or distress

e Be notified of a data breach in certain circumstances

e  Submit a complaint to us, and if you remain dissatisfied, to the regulator

e Ask for your personal data to be transferred to a third party in a structured, commonly used, machine-readable
format, in certain circumstances.



If you would like to exercise any of these rights, please contact Anne Quigg, Office Manager: Email:
office@stjeromebilingual.org. Phone: 020 3019 6363. Post: Saint Jéréme Church of England Bilingual School, 120-138
Station Road, Harrow HA1 2DJ.

We will comply with data protection legislation in dealing with all requests submitted in any format, though individuals
are asked to preferably submit requests in writing to assist with comprehension. We reserve the right to verify the
requester's identity by asking for photo ID; if this proves insufficient, further identification may be required.

Data Protection Breaches

If you suspect that your or someone else's data has been subject to unauthorised or unlawful processing, accidental loss,
destruction or damage, please contact Anne Quigg, Office Manager without undue delay.

Complaints

We take any complaints about our collection and use of personal information very seriously. If you think our collection
or use of personal information is unfair, misleading or inappropriate, or you have any other concern, please raise this
with us in the first instance.

To make a complaint, please contact our Data Protection Officer, Claire Mehegan, LDBS's GROW Data Protection
Officer, at claire.mehegan@london.anglican.org, or 0207 932 1100, LDBS, 36 Causton Street, London SW1P 4AU.

Alternatively, if you remain dissatisfied, you can refer a complaint to the regulator, currently known as the Information
Commissioner's Office (ICO), becoming the Information Commission from 30 September 2026:

e Report a concern online at ico.org.uk/concerns
e (Call 0303 123 1113

e  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 in this privacy notice, please contact
either our School Data Protection Lead, Anne Quigg, Office Manager, or our Data Protection Officer, Claire Mehegan,
LDBS's GROW Data Protection Officer, at claire.mehegan@london.anglican.org, or 0207 932 1100.
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