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Privacy Notice - How we use pupil information 
Why do we collect and use pupil information 

We collect and use pupil information under section 537A of the Education Act 1996, and 

section 83 of the Children Act 1989.  We also comply with Article 6(1)(c)and Article 9(2)(b) of 

the General Data Protection Regulation (GDPR). 

The categories of pupil information that we collect, hold and share include: 

• Personal information (such as name, unique pupil number and address) 

• Characteristics (such as ethnicity, language, nationality, country of birth and free 

school meal eligibility) 

• Attendance information (such as sessions attended, number of absences and absence 

reasons) 

• National Curriculum Assessment information 

• Relevant Medical Information 

• Special Educations Needs 

• Exclusions 

• Behavioural Information 

 

Why we collect and use this information 

We use the pupil data: 

 

• to support pupil learning 

• to monitor and report on pupil progress 

• to provide appropriate pastoral care 

• to assess the quality of our services 

• to comply with the law regarding data sharing 

• to support you to decide what to do after you leave school 

Collecting pupil information 

Whilst the majority of pupil information you provide to us is mandatory, some of it is 

provided to us on a voluntary basis. In order to comply with the General Data Protection 

Regulation, we will inform you whether you are required to provide certain pupil 

information to us or if you have a choice in this.  

Storing pupil data 

Our Lady of Fatima Trust keep information about you on computer systems and also 

sometimes on paper. 

We hold your education records securely until you change school.  Your records will then be 

transferred to your new school, where they will be retained until you reach the age of 25, 

after which they are safely destroyed. 

There are strict controls on who can see your information.  We will not share your data if 

you have advised us that you do not want it shared unless it is the only way we can make 

sure you stay safe and healthy or we are legally required to do so. 
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Who we share pupil information with 

 

We routinely share pupil information with: 

 

• schools that the pupil’s attend after leaving us 

• our local authority and their commissioned providers of local authority services 

• the Department for Education (DfE)  

• School Nurse/Virgin Care 

• Innovate 

• Parentpay 

• Tapestry 

• Tempest Photography 

• CPOMS 

• Sports Coaches 

 

Why we share pupil information 

We do not share information about our pupils with anyone without consent unless the law 

and our policies allow us to do so. 

We share pupils’ data with the Department for Education (DfE) on a statutory basis. This 

data sharing underpins school funding and educational attainment policy and monitoring. 

We are required to share information about our pupils with the (DfE) under regulation 5 of 

The Education (Information About Individual Pupils) (England) Regulations 2013. 

Data collection requirements: 

To find out more about the data collection requirements placed on us by the Department for 

Education (for example; via the school census) go to https://www.gov.uk/education/data-

collection-and-censuses-for-schools. 

For more information about services for young people, please visit our local authority 

website.  

The National Pupil Database (NPD) 

The NPD is owned and managed by the Department for Education and contains information 

about pupils in schools in England. It provides invaluable evidence on educational 

performance to inform independent research, as well as studies commissioned by the 

Department. It is held in electronic format for statistical purposes. This information is 

securely collected from a range of sources including schools, local authorities and awarding 

bodies.  

We are required by law, to provide information about our pupils to the DfE as part of 

statutory data collections such as the school census and early years’ census. Some of this 

information is then stored in the NPD. The law that allows this is the Education (Information 

About Individual Pupils) (England) Regulations 2013. 

To find out more about the NPD, go to 

https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-

supporting-information. 

The department may share information about our pupils from the NPD with third parties 

who promote the education or well-being of children in England by: 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
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• conducting research or analysis 

• producing statistics 

• providing information, advice or guidance 

The Department has robust processes in place to ensure the confidentiality of our data is 

maintained and there are stringent controls in place regarding access and use of the data. 

Decisions on whether DfE releases data to third parties are subject to a strict approval 

process and based on a detailed assessment of: 

• who is requesting the data 

• the purpose for which it is required 

• the level and sensitivity of data requested: and  

• the arrangements in place to store and handle the data  

To be granted access to pupil information, organisations must comply with strict terms and 

conditions covering the confidentiality and handling of the data, security arrangements and 

retention and use of the data. 

For more information about the department’s data sharing process, please visit: 

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  

For information about which organisations the department has provided pupil information, 

(and for which project), please visit the following website: 

https://www.gov.uk/government/publications/national-pupil-database-requests-received 

To contact DfE: https://www.gov.uk/contact-dfe 

 

Requesting access to your personal data 

Under data protection legislation, parents and pupils have the right to request access to 

information about them that we hold. To make a request for your personal information, or 

be given access to your child’s educational record, contact Miss Rawlins/Mrs Gibbs in the 

School Office or Mrs Hawkins Vice Principal.  The school will, on an annual basis, share 

individual Data Collection Sheets with you in order to ensure that our records are accurate 

and up to date.  

 

You also have the right to: 

• object to processing of personal data that is likely to cause, or is causing, damage or 

distress 

• prevent processing for the purpose of direct marketing 

• object to decisions being taken by automated means 

• in certain circumstances, have inaccurate personal data rectified, blocked, erased or 

destroyed; and 

• claim compensation for damages caused by a breach of the Data Protection 

regulations  

If you have a concern about the way we are collecting or using your personal data, we 

request that you raise your concern with us in the first instance. Alternatively, you can 

contact the Information Commissioner’s Office at https://ico.org.uk/concerns/ 

Contact 

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/contact-dfe
https://ico.org.uk/concerns/
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If you would like to discuss anything in this privacy notice, please contact: 

 

Mrs Natalie Pennells – Data Protection Officer  

Our Lady of Fatima Catholic Multi Academy Trust 

First Avenue 

Harlow 

Essex 

CM20 2NP 

01279 425383 
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PRIVACY NOTICE –How we use School Workforce 

Information 
Why do we collect and use use School Workforce Information 

We process personal data relating to those we employ to work at, or otherwise engage to 

work at, Our Lady of Fatima Catholic Multi Academy Trust. This is for employment 

purposes to assist in the running of the school or to enable individuals to be paid. The 

collection of this information will benefit both national and local users. 

The categories of school workforce information that we collect, process, hold and share 

include: 

• personal information (such as name, employee or teacher number, national insurance 

number) 

• special categories of data including characteristics information such as gender, age, 

ethnic group 

• contract information (such as start dates, hours worked, post, roles and salary 

information) 

• work absence information (such as number of absences and reasons) 

• qualifications  

• medical information (such as food allergies or medication needed in an emergency) 

• contact information (such as telephone numbers of contacts that an employee would 

want the school to contact in an emergency) 

• address information (such as the known contact address to direct correspondence to) 

• payroll information (such as bank account numbers for payment transfers) 

We also process special categories of personal data that may include: 

• physical or mental health needs 

• racial or ethnic origin 

• trade union membership 

• criminal convictions data 

• civil and criminal proceedings, outcomes and sentences. 

• religious or other beliefs of a similar nature 

Why we collect and use this information 

We use school workforce data to: 

• enable the development of a comprehensive picture of the workforce and how it is 

deployed 

• inform the development of recruitment and retention policies 

• enable individuals to be paid 

• to contact you directly when you are not on the premises 

• to contact others known to you, where you have provided their information, in cases 

where it would be reasonable for us to contact that individual 

The lawful basis on which we process this information 

We collect and use information under Article 6 and Article 9 of the GDPR, this enables the 

school to process information such as Departmental Censuses under the Education Act 1996 
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and other such data processes that relate to education provision or payment of the 

individual. 

 

Collecting this information 

Whilst the majority of information you provide to us is mandatory, some of it is provided to 

us on a voluntary basis. In order to comply with data protection legislation, we will inform 

you whether you are required to provide certain school workforce information to us or if 

you have a choice in this.  

Storing this information 

We hold school workforce data in line with the Information Management Toolkit for 

Schools. 

Who we share this information with 

We routinely share this information with: 

• the Department for Education (DfE) 

• Diocese of Brentwood 

Why we share school workforce information 

We do not share information about workforce members with anyone without consent unless 

the law and our policies allow us to do so. 

Department for Education (DfE) 

We share personal data with the Department for Education (DfE) on a statutory basis. This 

data sharing underpins workforce policy monitoring, evaluation, and links to school 

funding / expenditure and the assessment educational attainment. 

We are required to share information about our pupils with the (DfE) under section 5 of the 

Education (Supply of Information about the School Workforce) (England) Regulations 2007 

and amendments.  

Data collection requirements 

The DfE collects and processes personal data relating to those employed by schools 

(including Multi Academy Trusts) and local authorities that work in state funded schools 

(including all maintained schools, all academies and free schools and all special schools 

including Pupil Referral Units and Alternative Provision). All state funded schools are 

required to make a census submission because it is a statutory return under sections 113 and 

114 of the Education Act 2005 

To find out more about the data collection requirements placed on us by the Department for 

Education including the data that we share with them, go to 

https://www.gov.uk/education/data-collection-and-censuses-for-schools. 

The department may share information about school employees with third parties who 

promote the education or well-being of children or the effective deployment of school staff 

in England by: 

• conducting research or analysis 

• producing statistics 

• providing information, advice or guidance 

The department has robust processes in place to ensure that the confidentiality of personal 

data is maintained and there are stringent controls in place regarding access to it and its use. 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
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Decisions on whether DfE releases personal data to third parties are subject to a strict 

approval process and based on a detailed assessment of: 

• who is requesting the data 

• the purpose for which it is required 

• the level and sensitivity of data requested; and 

• the arrangements in place to securely store and handle the data 

To be granted access to school workforce information, organisations must comply with its 

strict terms and conditions covering the confidentiality and handling of the data, security 

arrangements and retention and use of the data. 

For more information about the department’s data sharing process, please visit: 

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  

To contact the department: https://www.gov.uk/contact-dfe 

Requesting access to your personal data 

Under data protection legislation, you have the right to request access to information about 

you that we hold. To make a request for your personal information, contact Mrs Natalie 

Pennells (Data Protection Officer) 

You also have the right to: 

• object to processing of personal data that is likely to cause, or is causing, damage or 

distress 

• prevent processing for the purpose of direct marketing 

• object to decisions being taken by automated means 

• in certain circumstances, have inaccurate personal data rectified, blocked, erased or 

destroyed; and 

• claim compensation for damages caused by a breach of the Data Protection 

regulations 

If you have a concern about the way we are collecting or using your personal data, we ask 

that you raise your concern with us in the first instance. Alternatively, you can contact the 

Information Commissioner’s Office at https://ico.org.uk/concerns/ 

Further Information 

If you would like to discuss anything in this privacy notice, please contact: 

 

Mrs Natalie Pennells – Data Protection Officer  

Our Lady of Fatima Catholic Multi Academy Trust 

First Avenue 

Harlow 

Essex 

CM20 2NP 

01279 425383 

  

https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/contact-dfe
https://ico.org.uk/concerns/
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PRIVACY NOTICE – Job Applicants 
 

Why do we collect and use information for Job Applicants  

Under data protection law, individuals have a right to be informed about how the school 

uses any personal data 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. 

This privacy notice explains how we collect, store and use personal data about individuals 

applying for jobs at our school.  

We, Our Lady of Fatima Catholic Multi Academy Trust, are the ‘data controller’ for the 

purposes of data protection law. 

Our data protection officer is Natalie Pennells (see ‘Contact us’ below). 

Successful candidates should refer to our privacy notice for the school workforce for 

information about how their personal data is collected, stored and used.  

The personal data we hold 

We process data relating to those applying to work at our Trust. Personal data that we may 

collect, use, store and share (when appropriate) about you includes, but is not restricted to: 

• Contact details 

• Copies of right to work documentation 

• References 

• Evidence of qualifications 

• Employment records, including work history, job titles, training records and 

professional memberships 

We may also collect, store and use information about you that falls into “special categories” 

of more sensitive personal data. This includes information about (where applicable): 

• Race, ethnicity, religious beliefs, sexual orientation and political opinions 

• Disability and access requirements 

 

Why we use this data 

The purpose of processing this data is to aid the recruitment process by: 

• Enabling us to establish relevant experience and qualifications 

• Facilitating safe recruitment, as part of our safeguarding obligations towards pupils 

• Enabling equalities monitoring 

• Ensuring that appropriate access arrangements can be provided for candidates that 

require them 

 

Our lawful 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 

• Carry out a task in the public interest 

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

• You have given us consent to use it in a certain way 
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• We need to protect your vital interests (or someone else’s interests) 

Where you have provided us with consent to use your data, you may withdraw this consent 

at any time. We will make this clear when requesting your consent, and explain how you go 

about withdrawing consent if you wish to do so. 

Some of the reasons listed above for collecting and using personal information about you 

overlap, and there may be several grounds which justify the school’s use of your data. 

 

Collecting this information 

While the majority of the information we collect from you is mandatory, there is some 

information that you can choose whether or not to provide to us. 

 

Whenever we seek to collect information from you, we make it clear whether you must 

provide this information (and if so, what the possible consequences are of not complying), or 

whether you have a choice. 

 

How we store this data 

Personal data we collect as part of the job application process is stored in line with The 

Information Management Toolkit for Schools document. 

When it is no longer required, we will delete your information in accordance with the 

Information and Records Management Society’s toolkit for schools 

 

Data sharing 

We do not share information about you with any third party without your 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 about you with: 

• Our local authority or Diocese– to meet our legal obligations to share certain 

information with it, such as shortlists of candidates for a headteacher position 

• Suppliers and service providers – to enable them to provide the service we have 

contracted them for, such as HR and recruitment support 

• Professional advisers and consultants 

• Employment and recruitment agencies 

Transferring data internationally 

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. 

 

Your rights 

How to access the personal information we hold about you 

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 

http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit+and+schools%22
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• 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 

• Give you a copy of the information in an intelligible form 

You may also have a right for your 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. 

 

Your other rights regarding your data 

Under data protection law, individuals have certain rights regarding how their personal 

data is used and kept safe. You have the right to: 

• Object to the use of your personal data if it would cause, or is causing, damage or 

distress 

• Prevent your data being used to send direct marketing 

• Object to the use of your personal data for decisions being taken by automated 

means (by a computer or machine, rather than 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. 

 

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. 

Alternatively, you can make a complaint to the Information Commissioner’s Office: 

• Report a concern online at https://ico.org.uk/concerns/  

• Call 0303 123 1113 

• Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, 

Wilmslow, Cheshire, SK9 5A 

 

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: 

• Natalie Pennells 

Our Lady of Fatima Catholic Multi Academy Trust 

First Avenue 

Harlow 

Essex, CM20 2NP 

01279 425383 

  

https://ico.org.uk/concerns/
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PRIVACY NOTICE – Visitors 
 

Why do we collect and use visitors to the school information. 

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. 

This privacy notice explains how we collect, store and use personal data about visitors to the 

school, in line with the General Data Protection Regulation (GDPR) and the Data Protection 

Act 2018. 

We, Our Lady Of Fatima Catholic Multi Academy Trust, are the ‘data controller’ for the 

purposes of data protection law. This means that we are responsible for deciding how we 

hold and use personal information about you.  

Our data protection officer is Natalie Pennells (see ‘Contact us’ below). 

 

The personal data we hold 

Personal data that we may collect, use, store and share (when appropriate) about you 

includes, but is not restricted to:  

• Name 

• Contact details  

• Information relating to your visit, e.g. your company or organisation name, arrival and 

departure time, car number plate 

• Photographs for identification purposes for the duration of your visit 

• CCTV images captured in school 

• Information about any access arrangements you may need 

Why we use this data 

We use this data to: 

• Identify you and keep you safe while on the school site 

• Keep pupils and staff safe 

• Maintain accurate records of visits to the school 

• Provide appropriate access arrangements 

 

Our lawful basis for using this data 

We only collect and use your personal data when the law allows us to. Most commonly, we 

process it where we need to comply with our legal obligation to keep our pupils and staff 

safe while on the school premises. 

Less commonly, we may also process your personal data in situations where: 

• We need it to perform an official task in the public interest 

• We have obtained consent to use it in a certain way 

• We need to protect someone’s vital interests (save your life, or someone else’s) 

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 to withdraw it. 
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Some of the reasons listed above for collecting and using personal information about you 

overlap, and there may be several grounds which justify our use of your data. 

 

Collecting this information 

 

Some of the information we collect from you is mandatory, and in some cases you can 

choose whether or not to provide the information to us. 

 

Whenever we seek to collect information from you, we make it clear whether you must 

provide this information (and if so, what the possible consequences are of not complying), or 

whether you have a choice. 

 

We will only collect the data that we need in order to fulfil our purposes, which are set out 

above.   

 

How we store this data  

 

We will keep your personal data while you are visiting our school.  

 

We may also keep it beyond this, if necessary, to comply with our legal obligations.  

 

Information and Records Management Society’s toolkit for schools sets out how long we 

keep information about visitors. 

 

We have put in place appropriate security measures to prevent your personal information 

from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed.   

 

We will dispose of your personal data securely when we no longer need it. 

Data sharing 

We do not share information about visitors 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 about visitors with: 

• Our local authority – to meet our legal obligations to share certain information with it, 

such as where the visitor information is relevant to a safeguarding concern  

• The Department for Education 

• Educators and examining bodies 

• Our regulator e.g. Ofsted 

• Suppliers and service providers – to enable them to provide the service we have 

contracted them for 

• Central and local government 

• Our auditors 

• Survey and research organisations 

• Health authorities 

http://irms.org.uk/?page=schoolstoolkit&terms=%22toolkit+and+schools%22


 
   

 

 Catholic School Executive Leader  First Avenue, Harlow, CM20 2NP 

Mr I Kendal B.Ed(hons), MA, NPQEL     01279425383 
 

       

Our Lady of Fatima Multi Academy Trust – Privacy Policy – School Workforce 
2023 

• Security organisations 

• Health and social welfare organisations 

• Professional advisers and consultants 

• Charities and voluntary organisations 

• Police forces, courts, tribunals 

• Professional bodies 

• The organisation/company you are representing 

Your rights 

How to access the personal information we hold about you 

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 

• 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 

• Give you a copy of the information in an intelligible form 

You may also have a right for your 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. 

Your other rights regarding your data 

Under data protection law, individuals have certain rights regarding how their personal 

data is used and kept safe. You have the right to: 

• Object to the use of your personal data if it would cause, or is causing, damage or 

distress 

• Prevent your data being used to send direct marketing 

• Object to the use of your personal data for decisions being taken by automated 

means (by a computer or machine, rather than a person) 

• In certain circumstances, have inaccurate personal data corrected, deleted or 

destroyed, or restrict its 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. 

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. 

Alternatively, you can make a complaint to the Information Commissioner’s Office: 

• Report a concern online at https://ico.org.uk/concerns/  

• Call 0303 123 1113 

https://ico.org.uk/concerns/


 
   

 

 Catholic School Executive Leader  First Avenue, Harlow, CM20 2NP 

Mr I Kendal B.Ed(hons), MA, NPQEL     01279425383 
 

       

Our Lady of Fatima Multi Academy Trust – Privacy Policy – School Workforce 
2023 

• 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: 

• Natalie Pennells 

Our Lady of Fatima Catholic Multi Academy Trust 

First Avenue 

Harlow 

Essex, CM20 2NP 

01279 425383 
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PRIVACY NOTICE – How we use Governors, Trustee and 

Volunteer Information 
Why do we collect and use Governors, Trustee and Volunteer Information 

Privacy notice for Governors/Trustees and other volunteers 

Under data protection law, individuals have a right to be informed about how the Trust uses 

any personal data 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. 

This privacy notice explains how we collect, store and use personal data about individuals 

working with the Trust in a voluntary capacity, including Governors and Trustees 

We, Our Lady of Fatima Catholic Multi Academy Trust, are the ‘data controller’ for the 

purposes of data protection law. 

Our data protection officer is Natalie Pennells (see ‘Contact us’ below). 

 

The personal data we hold 

We process data relating to those volunteering at our Trust. Personal data that we may 

collect, use, store and share (when appropriate) about you includes, but is not restricted to: 

• Contact details 

• References 

• Evidence of qualifications 

• Employment details 

• Information about business and pecuniary interests 

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 

• Disability and access requirements 

 

Why we use this data 

The purpose of processing this data is to support the Trust to: 

• Establish and maintain effective governance 

• Meet statutory obligations for publishing and sharing governors’ details 

• Facilitate safe 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 

 

 

 

Our lawful 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 

• Carry out a task in the public interest 
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Less commonly, we may also use personal information about you where: 

• You have given us consent to use it in a certain way 

• We need to protect your vital interests (or someone else’s interests) 

Where you have provided us with consent to use your data, you may withdraw this consent 

at any time. We will make this clear when requesting your consent, and explain how you go 

about withdrawing consent if you wish to do so. 

Some of the reasons listed above for collecting and using personal information about you 

overlap, and there may be several grounds which justify our use of your data. 

Collecting this information 

While the majority of the information we collect from you is mandatory, there is some 

information that you can choose whether or not to provide to us. 

 

Whenever we seek to collect information from you, we make it clear whether you must 

provide this information (and if so, what the possible consequences are of not complying), or 

whether you have a choice. 

How we store this data 

Personal data is stored in accordance with the Information Management Toolkit for Schools. 

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 Trust.  

When your relationship with the Trust has ended, we will retain and dispose of your 

personal information in accordance with the Information Management Toolkit for Schools. 

If you would like a copy of the Information Management Toolkit for Schools, please contact 

Our data protection officer, Natalie Pennells (see ‘Contact us’ below). 

Data sharing 

We do not share information about you with any third party without your 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 about you with: 

• Government departments or agencies – to meet our legal obligations to share 

information about governors/trustees 

• The Diocese – to meet our legal obligations to share certain information with it, such 

as details of governors 

• Suppliers and service providers – to enable them to provide the service we have 

contracted them for, such as governor/trustee support 

• Professional advisers and consultants 

• Employment and recruitment agencies 

• Police forces, courts 

Transferring data internationally 

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. 

 

Your rights 

How to access the personal information we hold about you 
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Individuals have a right to make a ‘subject access request’ to gain access to personal 

information that the Trust 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 

• 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 

• Give you a copy of the information in an intelligible form 

You may also have a right for your 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. 

Your other rights regarding your data 

Under data protection law, individuals have certain rights regarding how their personal 

data is used and kept safe. You have the right to: 

• Object to the use of your personal data if it would cause, or is causing, damage or 

distress 

• Prevent your data being used to send direct marketing 

• Object to the use of your personal data for decisions being taken by automated 

means (by a computer or machine, rather than 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. 

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. 

Alternatively, you can make a complaint to the Information Commissioner’s Office: 

• Report a concern online at https://ico.org.uk/concerns/  

• 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: 

• Natalie Pennells 

Our Lady of Fatima Trust 

First Avenue 

Harlow 

https://ico.org.uk/concerns/
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Essex, CM20 2NP 

01279 425383 


