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ARC OAKBRIDGE SCHOOL 
 

DATA PROTECTION POLICY 

1. Purpose & Scope 

The Company takes its obligations under the Data Protection Act 2018 (DPA 2018) and the UK 
General Data Protection (UK GDPR) Regulation seriously.  The EU GDPR was incorporated into 
UK legislation, with some amendments, by The Data Protection, Privacy and Electronic 
Communications (Amendments etc) (EU Exit) Regulations 2020. 

The aim of this policy is to ensure that data protection compliance is an integral part of our 
employment practice.  The Company will strive to develop a culture in which respect for 
private life, data protection, security and confidentiality of personal data are seen as the norm. 

The Company is registered for data protection purposes and will ensure that personal data is 
processed in accordance with UK GDPR requirements.  A privacy notice setting out what data 
is collected and how it is stored in relation to applications for employment can be found at 
Appendix 1 and for employed staff at Appendix 2. 

The Company will implement this policy in line with the principles of the Equality Act 2010 and 
with due regard to an employee's disability and the Company's duty to make reasonable 
adjustments to its arrangements, policies and procedures, where applicable. 
 
The Company will comply with relevant UK data protection laws when handling personal or 
sensitive employee data. 
 

Ultimate responsibility for Data Protection/UK GDPR matters rests with the Chief Operations 
Officer. 

Relevant training has and will be provided to every member of staff. 

 

2. HR Responsibilities 

The site HR Administrator, supported by the Kedleston Group’s HR Team, will be responsible 
for ensuring employment practices and procedures comply with the data protection 
obligations and will ensure that a system is in place for checking that procedures are followed 
in practice. 

They will eliminate the collection of personal data that is irrelevant or excessive to the 
employment relationship.  If sensitive data is collected then the HR Team will ensure that the 
appropriate sensitive data condition is satisfied. 

The HR Administrator will also ensure that the Company has a valid notification in the register 
of data controllers that relates to the processing of personal data about employees. 

 

3. Line Managers’ Responsibilities 

Line Managers will be responsible for ensuring that the data collected by them and their team 
in the course of carrying out their roles is proportionate and is stored securely. 

They will be responsible for the security of any data they collect and for the use of that data. 
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Line Managers should ensure that duplication of data held is kept to an absolute minimum. 

 

4. Workers’ and prospective workers’ responsibilities 

For the purposes of this policy the definition of ‘Workers’ includes employees, volunteers, 
students, interns, consultants and third parties working for or on behalf of the Company. 

Workers are criminally liable if they knowingly or recklessly disclose personal data outside the 
Company’s policies and procedures.  A worker disclosing personal data i.e. another colleague’s 
salary, without the authority of the Company may be subject to disciplinary action which may 
result in summary dismissal. 
 
Applicants who are shortlisted for jobs will be asked to complete a self-declaration of their 
criminal record or information that would make them unsuitable to work with children. Self-
declaration is subject to Ministry of Justice guidance on the disclosure of criminal records. 
Individuals who are found to have falsified information will be subject to disciplinary action 
which may result in summary dismissal. 
 
All employees, including line managers, have a part to play in security compliance, for example 
by ensuring that waste paper bearing personal data is properly disposed of by being 
shredded. 
 

5. Independent Governors 

As part of the governance process Kedleston Group Ltd has appointed an independent Chair 
to provide impartial oversight into the running of each school/ setting. 

As part of their duties these individuals will have access to performance management files 
and general employee data which will allow for appropriate scrutiny over management 
practices.   

All independent governors are required to sign a confidentiality & data protection agreement 
designed to protect employees’ Data Protection rights. 
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Appendix 1 – Job Application Privacy Notice 

 

Application for Employment (recruitment) 
Privacy Notice 

 
 

As part of any recruitment process, Kedleston Group collects and processes personal data relating 
to job applicants. The organisation is committed to being transparent about how it collects and uses 
that data and to meeting its data protection obligations.  

 

What companies are part of Kedleston Group? 

The following companies are part of the Kedleston Group: 

• Kedleston Schools Ltd - company number 05779536 

• Kedleston Schools (London) Ltd - company number 06494539 

• Kedleston (Brookways School) Limited – company number 10567342 

• Kedleston (Wings Education) Ltd - company number 04627039 

• Kedleston (OS Education) Ltd - company number 02120010 

• Kedleston (Olsen House) Ltd - company number 07008349 

• Kedleston (High Peak School) Ltd - company number 8871805 

• Kedleston (Wood Grove Childcare) Limited - company number 00966484 

All group vacancies will be in relation to roles in one or more of the above.  Each company listed is 
covered by this Privacy Notice. 

 

What information do we collect?  

Kedleston Group collects a range of information about you. This includes:  

• your name, address and contact details, including email address and telephone number;  

• details of your qualifications, skills, experience and employment history;  

• information about your current level of remuneration, including benefit entitlements;  

• whether or not you have a disability for which the organisation needs to make reasonable 
adjustments during the recruitment process;  

• information relating to convictions you may have other than convictions or cautions that are 
‘protected’, as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as 
amended in 2013);  

• information about your entitlement to work in the UK.  

Kedleston Group may collect this information in a variety of ways. For example, data might be 
contained in application forms, CVs, obtained from your passport or other identity documents, or 
collected through interviews or other forms of assessment. We may also collect personal data about 
you from third parties, such as references supplied by former employers. We may seek information 
from third parties at any stage during the recruitment process and will inform you that we are doing 
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so. Data will be stored in a range of different places, including on your application record, in HR 
management systems and on other IT systems (including email).  

 

 

 

Why does Kedleston Group process personal data?  

All settings in the Kedleston Group are involved in the care or education of vulnerable children and 
as such all recruitment activity must comply with the requirements set out in: 

• The Education Act 2002 

• The Education (Independent Special School) Regulations 2014 

• The Children’s Homes (England) Regulations 2015 

• Keeping Children Safe in Education 2022 

This means that Kedleston Group is legally obliged to collect the data identified above as part of its 
recruitment practice. 

In addition to the above Kedleston Group has a legitimate interest in processing personal data during 
the recruitment process and for keeping records of the process. Processing data from job applicants 
allows us to manage the recruitment process, assess and confirm a candidate's suitability for 
employment in order to make recruitment decisions. We may also need to process data from job 
applicants to respond to and defend against legal claims.  

Kedleston Group may process special categories of data, such as information about ethnic origin, 
sexual orientation or religion or belief, to monitor recruitment statistics. We may also collect 
information about whether or not applicants are disabled to make reasonable adjustments for 
candidates who have a disability.  

 

Who has access to data?  

Your information may be shared internally for the purposes of the recruitment exercise. This includes 
members of the HR and recruitment team, interviewers involved in the recruitment process and 
managers in the business area with a vacancy. Other than in the case where we request references 
from former employers ahead of an offer of employment being made, we will not share your data 
with third parties, unless your application for employment is successful and we make you an offer of 
employment. We will then share your data with the Disclosure and Barring Service in order to carry 
out a background check for any convictions and, if appropriate, the National College of Teachers and 
Lecturers (NCTL) to check any qualifications or prohibitions that may apply. 

 

How does Kedleston Group protect data?  

We take the security of your data seriously. We have internal policies and controls in place to ensure 
that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except 
by our employees in the proper performance of their duties.  

 

For how long does Kedleston Group keep data?  
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If your application for employment is unsuccessful the organisation will hold your data on file for 6 
(six) months after the end of the relevant recruitment process after which your data will be deleted 
or destroyed.  

If your application for employment is successful, personal data gathered during the recruitment 
process will be transferred to your Human Resources file (electronic and paper based) and retained 
during your employment. The periods for which your data will be held will be provided to you in a 
new privacy notice.  

 

Your rights  

As a data subject you have a number of rights. You can:  

• access and obtain a copy of your data on request;  

• require the organisation to change incorrect or incomplete data;  

• require the organisation to delete or stop processing your data, for example where the data 
is no longer necessary for the purposes of processing; and  

• object to the processing of your data where Kedleston Group is relying on its legitimate 
interests as the legal ground for processing.  

If you would like to exercise any of these rights, please contact a member of the Kedleston HR Team 
at HR@kedlestongroup.com.  If you believe that the organisation has not complied with your data 
protection rights, you can complain to the Information Commissioner.  

 

What if you do not provide personal data?  

You are under no obligation to provide Kedleston Group with any of the data it requests.  However, 
if the Group is unable to comply with its legal obligations due to not having all of the data it requires 
from you then your application will not be processed and you will not be eligible to be considered for 
any role within the Group. 

 
  

mailto:HR@kedlestongroup.com
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Appendix 2 – HR Privacy Notice 

HR Privacy Notice - Staff Data 
 
This statement explains how Kedleston Group (and its associated companies) handles and uses 
personal data that is collected about staff. This statement applies to all the Group’s companies so 
any reference to ‘Kedleston Group’ or ‘Kedleston’ or ‘we’ or ‘our’ or ‘us’ should be taken as a reference 
to the specific company you work for.  Where we refer to ‘you’ or ‘your’ we are referring to our staff.  
 
All companies in the Group are registered with the Information Commissioner's Office (ICO) and 
details of that registration can be obtained from the individual setting. 
 
We are committed to protecting your personal information and to being transparent about what 
information we hold. Both Kedleston Group and its associated companies understand their 
obligations to you to help you understand how and why we process your personal data. This notice 
tells you about these uses and should be read in conjunction with our data protection policy. 
 
Our data protection policy and procedures are governed by the Data Protection Act 1998 and the UK 
General Data Protection Regulation. 
 

What companies are part of Kedleston Group? 

The following companies (and the settings associated with them) are part of the Kedleston Group: 

• Kedleston Schools Ltd (company number 05779536) – Head Office Staff 

• Kedleston Schools (London) Ltd (company number 06494539) – Leaways School, Silverways 
School, Fernways School, Mill School Bury 

• Kedleston (Brookways School) Limited (company number 10567342) – Brookways School 

• Kedleston (Wings Education) Ltd (company number 04627039) – Wings Cumbria & Wings 
School Notts 

• Kedleston (OS Education) Ltd (company number 02120010) – Arc School Old Arley, Arc School 
Napton, Arc School Ansley & Arc Oakbridge School 

• Kedleston (Olsen House) Ltd (company number 07008349) – Olsen House School 

• Kedleston (High Peak School) Ltd (company number 8871805) – High Peak School, High Peak 
House 

• Kedleston (Wood Grove Childcare) Limited  (company number 00966484) – Wood Grove, 
Vernon House, Dovedale House, Austen Cottage 

All group vacancies will be in relation to roles in one or more of the above.  Each company listed is 
covered by this Privacy Notice. 

 

What information do we collect?  

Kedleston Group collects a range of information about you. This includes:  
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• personal information (such as name, contact information, employee or teacher number for 
applicable roles, national insurance number, right to work, length of service, email address) 

• 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 (and, where relevant, subjects taught, gained prior and during employment) 

• bank details 

• emergency contact details 

• medical declarations and relevant medical information/and or reports 

• payroll and pension information 

• up to date photographs (may be displayed locally, and kept electronically) 

• investigation and disciplinary history where applicable 

• DBS information 

 

Why does Kedleston Group process personal data?  

We are required to hold your personal data for various legal and practical purposes, without which 
we would be unable to employ you. 

We use employee data to: 

• Comply with the statutory obligations regarding the staffing of schools and children’s homes 
and the payment/deduction of income and other taxes; 

• Enable the development of a comprehensive picture of the workforce and how it is deployed; 

• Inform the development of recruitment and retention policies; 

• To obtain employee references from previous employers and to provide references to new 
employers; 

• Enable individuals to be paid; 

• Allow better financial modelling and planning; 

• Enrol employees to relevant training courses; 

• Run regular employee engagement questionnaires;  

• Inform pending and ongoing investigations and disciplinary processes (where applicable); 

• Complete employee reward schemes (e.g. employee of the month, celebration cards). 

 
We may also process your personal information in other circumstances, provided you have given 
your consent for us to do so (e.g. to obtain additional medical information from an Occupation Health 
Adviser).  

 

 

The lawful basis on which we process this information  
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In addition to requiring the data to fulfil our contractual obligations to you all settings in the Kedleston 
Group are involved in the care or education of vulnerable children and as such must comply with the 
requirements for recruiting and maintaining staff as set out in: 

• The Education Act 1996 

• The Education Act 2002 

• The Education (Independent Special School) Regulations 2014 

• The Children’s Homes (England) Regulations 2015 

• Keeping Children Safe in Education 2022 

 

Collecting this information 

The majority of information you provide to us is mandatory and will be obtained through the 
completion of the relevant internal forms we use (e.g. Application for Employment). 

Some of the data we collect maybe 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. 

 

How does Kedleston Group protect data?  
We take the security of your data seriously. We have internal policies and controls in place to ensure 
that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except 
by our employees in the proper performance of their duties.  

 

For how long does Kedleston Group keep data?  

Unless covered by specific legislation requiring records to be kept for longer, all personnel records 
will be destroyed after 6 years from your date of leaving employment with the Group. 
 
 
Who we share this information with 
Data is only shared internally with those who require it in order to carry out their role (e.g. bank 
information is shared with Payroll in order to allow you to be paid). 
We do not share information about workforce members with anyone external to the company 
without consent unless the law and our policies require or allow us to do so. 
We routinely share information with: 

• Local Authorities & OFSTED 
We share data on a statutory basis where allegations have been made against members 
of staff.  In these cases the information may also be passed on to the Police by the local 
authority. 
 

• The Department for Education (DfE) 
We share personal data with the DfE on a statutory basis. This data sharing underpins 
workforce policy monitoring, evaluation, and links with the assessment of educational 
attainment. 
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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. 
 

• Educare and/or The Training Hub 
We share limited personal data with Educare and/or The Training Hub as Kedleston 
Group’s online learning platforms to help fulfil our contractual obligations to you. All staff 
need to complete mandatory training and CPD training is available for employees to 
complete.  

 
• People HR 

We store personal data with People HR to help fulfil our contractual obligations to you and 
to ensure compliance with our statutory obligations.  Data uploaded onto the system 
allows for employees to access their information, and the ability to update contact 
information held.  Local administrators will have access to your information if their job 
role is deemed necessary.  Kedleston Support Office will also have access to this 
information if their job role is deemed necessary.  Access to this website is available via a 
smartphone app as well as via a computer.   
 

• Survey Monkey 
We may share limited personal data with Survey Monkey if we have your consent to do so 
in order to distribute staff engagement questionnaires. Feedback received remains 
anonymous but may be shared with members of the management team and local SLT.  
 

• SAGE 
We share personal data with SAGE to process payroll and statutory payments and 
expenses to employees. 

 
• Scottish Widows 

We share personal data with Scottish Widows to process pension contributions from 
employees. 
 

• BDO LLP 
We may share personal data with BDO during a financial audit in order to ensure 
compliance with the financial governance rules we are subject to. 

• HMRC 
We will share personal data with HMRC regarding salary tax and benefits as this is a legal 
requirement.  

 
• Public Health England and/or NHS Test & Trace 

We may share your data with these bodies in order to support the national public health 
efforts in tackling the coronavirus pandemic. 

 
• Flu vaccine provider 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
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We will share your data with our chosen flu vaccine provider if you have opted into the flu 
vaccine programme for staff. 

 
Kedleston Group are satisfied that all the above comply with their UK GDPR obligations. Further 
information about this can be obtained directly from the company or by contacting a member of the 
HR Team. 
 
Otherwise, Kedleston Group does not share data with any third party, except as allowed for in other 
privacy notices or required by law.  We do not sell your personal data to third parties under any 
circumstances or permit third parties to sell on the data we have shared with them.  
 
Transfer of personal data to other countries  
Where data is shared within the UK, the third party will be required to comply with and safeguard 
the data under the terms of the DPA 2018 and UK GDPR. Your personal information will only be 
transferred to countries outside the UK on the basis that the organisation receiving the information 
has provided adequate safeguards by way of standard data protection clauses. 
 

Your rights  

As a data subject you have a number of rights. You can:  

• access and obtain a copy of your data on request;  

• require the organisation to change incorrect or incomplete data;  

• require the organisation to delete or stop processing your data, for example where the data 
is no longer necessary for the purposes of processing; and  

• object to the processing of your data where Kedleston Group is relying on its legitimate 
interests as the legal ground for processing.  

If you would like to exercise any of these rights, please contact your local setting administrator or the 
Group’s HR Team. If you believe that the organisation has not complied with your data protection 
rights, you can contact the Information Commissioner directly.  

 
Further information 
If you would like to discuss anything in this privacy notice, please contact your local setting 
administrator. 
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