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Rationale 
James Marks Academy Trust is committed to safeguarding and promoting the welfare of the pupils in its care. The induction programme is a vital process that is undertaken to support newly appointed staff and pupils. As a Trust we feel that it is of great importance that all adults working within the provision are inducted either prior to commencement, or within their first week. 

Aim 
The aim of the induction programme is: 

1. To make all staff feel welcomed and at ease in the environment.

2. To enable new members of staff to meet key members.

3. To enable new staff to gain an understanding of the ethos and expectations. 

4. To give meaning to the various provision documentation and procedures 

5. To ensure there is a system of support in place (mentor) 

6. To familiarise staff with their areas of responsibility 

7. To familiarise staff with daily routines and timetables 

8. To share the school Code of Conduct 

Senior Leadership Team: 
	Executive Team
	

	Trevor Orchard
	Executive Head teacher

	Mandy Crow
	Chief Financial Officer

	
	

	Central Team SLT
	

	Carrie-Ann Lewis
	SENDCo

	
	

	RFA
	

	Emma Davis
	Head Teacher

	David Morgan
	Deputy Head Teacher

	Neil Goodchild
	Assistant Head Teacher (T&L Lead at FHC)

	
	

	JMA
	

	Scott Martin
	Head Teacher

	Mark Reynolds
	Deputy Head

	Sophie Tyler
	Assistant Head/Science Lead

	
	


Role of the Executive Head teacher: 

· To ensure that a programme for induction is in place and that all relevant staff has received appropriate training and support to carry out any new roles required.

· To monitor the process of Induction

Role of the Head Teacher: 

· To ensure that there is a mentor in place to support the new member of staff in transition to their new role and position within the Trust. 

· To provide a positive, friendly welcome. 

· To be the first point of contact. 

· To provide regular opportunities for discussion. 

· To coordinate support and guidance from all agencies.

Role of the new member of staff: 
· To build on strengths, skills, understanding and knowledge. 

· To keep records to support their professional development.

· To attend relevant courses aimed at developing their professional development.

In accordance with the Trust Race Equality Policy we seek to ensure that all staff are aware of pupils needs to achieve their best, according to their capabilities and regardless of their disability, gender, race, culture, social, economic, ethnic, religious background and denominational diversity. 

James Marks Academy recognises that the welfare of the pupils is paramount and takes seriously its responsibility to safeguard and promote the welfare of the pupils in its care. 

	New Staff Induction Checklist  

	Welcome and introduction (Pre-starting Information and Guidance):

	· Allocate Line Manager and mentor

· Inform all staff of arrival of new employee and role 

· Welcome new employee and show round site

· Introduce to key staff relevant to role

· Give important diary dates/school calendar 

· Show school website 

· Take photo of staff member for pass

Provide: 

· Job description/contract 

· Provision diary 

· Working hours 

· Direct individual where to find policies

· Direct individual where to find staff handbook

· Keys (if required) 

· PC log in, E-mail and Photocopier code.



	Facilities 

	· Car parking 

· Access to building and layout 

· Security 

· Toilets 

· Photocopier 



	Health and safety 

	· Fire exits and fire extinguishers 

· Fire drill rendezvous point 

· First aid/accident book/medical information for children 

· Child protection procedures 

· Visitors procedure 

· Weather closure procedures 

· Protocols with parent and other helpers 




Appendix 1: Declaration for whole school staff

Academy/Site name: 






Academic Year: 2025/2026
I, ___________________________________________ have read the documents below and agree that I understand my role and responsibilities to comply with these at the James Marks Academy. 

(1) The school’s Child Protection Policy and arrangements for safeguarding and promoting the welfare of children at the school
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(2) Part One and Annex A of 'Keeping Children Safe in Education' DfE Guidance, 2025 
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(3) All of the 'Keeping Children Safe in Education' DfE Guidance, 2025 due to the nature of my role 
**Please tick either 2 or 3 as appropriate**
I am aware that the DSLs/DDSLs are:

RFA/FHEC

David Morgan – DSL 

Emma Davis – DDSL

Neil Goodchild – DDSL

Rebecca Walton - DDSL

JMA

Scott Martin – DSL

Mark Reynolds – DDSL

If I need support or I am worried about the wellbeing and safety of a child(ren) or suspect they are being harmed, I know how to report this and I am able to discuss any concerns that I may have with the DSL/DDSL. 

I know that further guidance, together with copies of the policies mentioned above, are available on the staff shared drive and on the Website. 

Please sign and return to Mandy Crow 

Signed__________________________________________ Date____________________


GENERAL DATA PROTECTION REGULATION (GDPR)

JAMES MARKS ACADEMY TRUST                                     (Academic Year 2025/2026)

I (name)______________________________________

Have read and am familiar with the contents of the Schools E-Safety and Data Security Policy and understand my role and responsibilities as set out in this document.

I am aware that the DPO (Data Protection Officer) is:

Name: Carole Connelly (School DPO Service)

I am aware that the DPP (Data Protection Practitioner) is:

Name: Mandy Crow (CFO)

Prior to using any service where personal data may need to be entered, this will first be discussed with the DPP to ensure that terms and conditions have been checked and where necessary information is recorded to meet accountability requirements under the GDPR. 

Should there be a breach in data security I will immediately notify the DPP who, if necessary, will contact the DPO and/or ICO and the individual whose data has been breached.

I know that copies of the policy mentioned above, are available on the:

Staff shared drive > policies and procedures>policies

And on the James Marks Academy Trust website:  http://www.jmatherts.uk

Further information can also be found on the ICO website https://ico.org.uk/
The DPP & DPO will also ensure that general guidance (such as any training material) is available to all staff in the staff shared drive>GDPR folder. 

Signed_________________________________   Date____________________

Acceptable Use Agreement: Staff, Governors and Visitors

ICT (including data) and the related technologies such as e-mail, the Internet and mobile devices are an expected part of our daily working life at academies within the James Marks Academy Trust. This policy is designed to ensure that all staff are aware of their professional responsibilities when using any form of ICT. All staff are expected to sign this policy and adhere at all times to its contents.  Any concerns or clarification should be discussed with the DPP and/or DPO. 

· I will only use academy email/Internet/Intranet/Learning Platform and any related technologies for professional purposes or for uses deemed ‘reasonable’ by the Head or Trust Board.

· I will comply with the ICT system security and not disclose any passwords provided to me by the academy or other related authorities.

· I will ensure that all electronic communications with pupil and staff are compatible with my professional role.

· I will not give out my own personal details, such as mobile phone number and personal e-mail address, to pupils. 

· I will only use the approved, secure e-mail system(s) for any school business.

· I will ensure that personal data (such as data held on MIS software) is kept secure and is used appropriately, whether in provision or taken off provision premises or accessed remotely.  Personal data can only be taken out of provision or accessed remotely when authorised by the Executive Head or Trust Board. Personal or sensitive data taken off-site must be encrypted.

· I will not install any hardware of software without permission of the Executive Head.

· I will not browse, download, upload or distribute any material that could be considered offensive, illegal or discriminatory. 

· Images of pupils and/or staff will only be taken, stored and used for professional purposes in line with James Marks Academy Trust policy and with written consent of the parent, carer or staff member. Images will not be distributed outside the James Marks Academy Trust network without the permission of the parent/ carer, member of staff or Executive Head.

· I understand that all my use of the Internet and other related technologies can be monitored and logged and can be made available, on request, to my Line Manager or Executive Head.  

· I will support James Marks Academy Trust approach to online safety and not upload or add any images, video, sounds or text linked to or associated with the Trust or academies or its community.

· I will respect copyright and intellectual property rights.

· I will ensure that my online activity, both in provision and outside provision, will not bring the provision, my professional reputation, or that of others, into disrepute.

· I will support and promote James Marks Academy Trust e-Safety and Data Security policies and help pupils to be safe and responsible in their use of ICT and related technologies. 

· I will not use personal electronic devices (including smart watches) in public areas of the provision between the hours of 9.00am and 4.00pm.

· I understand this forms part of the terms and conditions set out in my contract of employment. 

User Signature

I agree to follow this code of conduct and to support the safe and secure use of ICT throughout the provision.

Signature….………………….…………………………………Date……………………………

Full Name …………………………………................................................................(printed)

Job Title……………………………………………………………………………………………….


Image consent form

For use by James Marks Academy Trust Staff & Partners

We sometimes take photographs or video footage for publicity purposes. These images may appear in our printed publications and publicity materials, on our website, or both. 

We may also send the images to the news media, who may use them in printed publications and on their website, and store them in their archive. They may also syndicate the photos to other media for possible use, either in printed publications, or on websites, or both.  When we submit photographs and information to the media, we have no control on when, where, if or how they will be used.

The images we take will be of activities that show the pupils/vulnerable adults/day services/ service users/council staff/organisation in a positive light.  The images will not be associated with negative, distressing or sensitive issues to do with an individual’s welfare or that may cause offence or embarrassment.

It is the responsibility of the senior staff to ensure that consent is obtained from parents/guardians/social workers, and that pupils or vulnerable adults who are at risk or cannot have their photograph taken for legal or social reasons, are not in the photograph.

Please note that our websites can be viewed throughout the world, not just in the United Kingdom where UK law applies. In giving your consent, you understand that the photos may be used in both printed and electronic form.

We will take all reasonable measures to ensure the images are used solely for the purposes for which they are intended. However, we cannot guarantee this and take no responsibility for the way images are used by other websites or publishers, or for any consequences arising from publication.

To give your consent, please answer the questions overleaf, then sign and date the form where shown and fill in any other relevant information.
	1. May we use your image in our publicity material, including printed publications, video recordings and on our website (delete if this does not apply)?

      Yes   /   No 



	2. We sometimes send publicity material about our services, including photographs where appropriate, to the news media and partner organisations, who may use the image in printed and/ or electronic form and then store it in their archive. Can we use your photograph? 

      Yes    /   No



	Signature: ______________________________________________________       

Date:          ______________________________



	Please print your name: 



	If applicable, please print your job title:





Declaration of interest form (England & Wales)

I ……………………………………………as Members, Trustees, Local Academy Councils, all staff and volunteers of James Marks Academy Trust have set out below my interests in accordance with the organisations conflicts of interest policy.  
	Category
	Please give details of interests and whether it applies to yourself or, where appropriate, a member of your immediate family, connected persons or some other close personal connection. 

	Current employment and any previous employment in which you continue to have financial interest. 
	

	Appointments (voluntary or otherwise) e.g. trusteeship, directorship, local authority membership, tribunals, etc.
	

	Membership of professional bodes, special interest groups and mutual support organisations
	

	Investments in unlisted companies, partnerships and other forms of business, major shareholdings and beneficial interests
	

	Gifts or hospitality offered to you by external bodies and whether these were declined or accepted in the last 12 months. 
	

	Do you use, or care for a user of the organisations services?
	

	Any contractual relationship with the charity or its subsidiary.
	

	Any other conflicts that are not covered by the above. 


	


To the best of my knowledge, the above information is complete and correct. I undertake to update as necessary the information provided and to review the accuracy of the information on an annual basis. I give my consent for it to be used for the purposes described in the conflicts of interest policy and no other purpose. 

I understand that the information provided will be held in accordance with James Marks Academy Trust privacy policy. 

Signed                                                                     Date

Position
JAMES MARKS ACADEMY TRUST PRIVACY NOTICE (HOW WE USE EMPLOYEE INFORMATION)

WHAT IS THE PURPOSE OF THIS DOCUMENT?

James Marks Academy Trust is committed to protecting the privacy and security of your personal information.
This privacy notice describes how we collect and use personal information about you before, during and after your working relationship with us, in accordance with the General Data Protection Regulation (GDPR). It applies to all employees, workers and contractors.

About Us

Roman Fields Academy (within James Marks Academy Trust) opened in November 2010 as a maintained provision and converted to an academy in April 2021. Roman Fields provides personalised alternative education packages for pupils, who for a variety of reasons, have had limited engagement with education; it is a county wide provision based near Hemel Hempstead.  The flexible and creative nature of the provision allows us to re-engage and motivate pupils placing them on bespoke timetables that build on their strengths and interests. We offer a wide range of courses including entry levels, vocational qualifications, GCSE and A Level either onsite or offsite.  We also use other Alternative Providers to offer additional opportunities, such as work experience.

We work closely with all agencies involved with each pupil to ensure close communication. From the moment a pupil joins we are actively looking at their abilities and areas of interest in order to secure successful onward transition. This was recognised by both Ofsted (Dec 2018) and the National Autistic Society (June 2017) as a strength of the provision along with the ‘never give up ethos.’ We are based on a community usage site and are an integral part of HCCs commitment to providing equality of access for all.

Who is the Data Controller?

James Marks Academy Trust is a “data controller”. This means that we are responsible for deciding how we hold and use personal information about you. We are required under data protection legislation to notify you of the information contained in this privacy notice.

This notice applies to current and former employees, workers and contractors. This notice does not form part of any contract of employment or other type of contract to provide services. We may update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide on specific occasions when we are collecting or processing personal information about you, so that you are aware of how and why we are using such information.

Data Protection Officers

· James Marks Academy Trust Data Protection Practitioner is Mandy Crow (CFO/Company Secretary) who will monitor day to day data protection operations and be the main contact point for any data protection queries. 

· James Marks Academy Trust Data Protection Officer is Carole Connelly (The School DPO Service) who will ensure that the Trust complies with its duties under the GDPR.

DATA PROTECTION PRINCIPLES
We will comply with data protection law. This says that the personal information we hold about you must be:

a) Used lawfully, fairly and in a transparent way.

b) Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.

c) Relevant to the purposes we have told you about and limited only to those purposes.

d) Accurate and kept up to date.

e) Kept only as long as necessary for the purposes we have told you about.

f) Kept securely.
THE TYPE OF INFORMATION WE HOLD ABOUT YOU
Personal data, or personal information, means any information about an individual from which that person can be identified. It does not include data where the identity has been removed (anonymous data).  There are “special categories” of more sensitive personal data which require a higher level of protection. We will collect, store, and use the following categories of personal information about you:
· Personal contact details such as name, title, addresses, telephone numbers, and personal email addresses

· Date of birth

· Gender

· Marital status and dependants

· Next of kin and emergency contact information

· National Insurance number

· Bank account details, payroll records and tax status information

· Salary, annual leave, pension and benefits information

· Teacher Reference Number

· Start date

· Location of employment or workplace

· Copy of driving licence and Insurance documents (as applicable)

· Recruitment information including copies of pre-vetting recruitment and identity checks, including, where appropriate, information about your employment history, Standard or Enhanced Disclosure and Barring Service Checks, Barred Lists Checks, prohibition checks [/section 128 checks]  and disqualification checks, for example under the Childcare (Disqualification) Regulations 2009 and any further checks that are required if you have lived or worked outside the UK, your nationality and right to work documentation, references and other information included in a CV, application form or cover letter or as part of the application process.

· Employment records (including job titles, work history, working hours, training records and professional memberships)

· Compensation history

· Performance information

· Disciplinary and grievance information, including warnings issued to you

· CCTV footage and other information obtained through electronic means such as swipe card records

· Information about your use of our information and communications systems

· Photographs

We may also collect, store and use the following “special categories” of more sensitive personal information:

· Information about your race or ethnicity, religious beliefs, sexual orientation and political opinions

· Trade union membership

· Information about your health, including any medical condition, health and sickness records

· Genetic information and biometric data

· Information about your criminal record

HOW IS YOUR PERSONAL INFORMATION COLLECTED?
We collect personal information about employees, workers and contactors through the application and recruitment process, either directly from candidates or sometimes from an employment agency or background check provider. We may sometimes collect additional information from third parties including former employers, the Local Authority or other background check agencies such the Secure Access to check teaching qualifications/NQT year pass and prohibition listings. We will also collect additional personal information in the course of job-related activities throughout the period of you working for us.

HOW WE WILL USE INFORMATION ABOUT YOU
We will only use your personal information when the law allows us to. Most commonly, we will use your personal information in the following circumstances:

· Where we need to perform the contract we have entered into with you.

· Where we need to comply with a legal obligation.

We may also use your personal information in the following situations:

· Where we need to protect your interests (or someone else’s interests).

· Where it is needed in the public interest or for official purposes.

Situations in which we will use your personal information

We need all the categories of information in the list above:

a) Primarily to allow us to perform our contract with you [*].

b) To enable us to comply with legal obligations [**] 

c) Where it is needed in the public interest or for official purposes [***].  

The situations in which we will process your personal information are listed below. We have indicated by [asterisks] the purpose or purposes for which we are processing or will process your personal information, as well as indicating which categories of data are involved:

	James Marks Academy Trust
	Purpose (s)
	Categories

	Making a decision about your recruitment or appointment
	[*].[**]
	Other-Sensitive

	Determining the terms on which you work for us
	[*].[**]
	Special (Article 10)

	Checking you are legally entitled to work in the UK
	[*].[**]
	Special (Article 9)

	To provide information on our website about our employees
	[***].
	Non-Sensitive

	To maintain our single central record and to comply with our general safeguarding obligations
	[***].
	Other-Sensitive

	Business management and planning, including accounting and auditing
	[**].
	Other-Sensitive

	Conducting performance reviews, managing performance and determining performance requirements
	[*].[**]
	Other-Sensitive

	Making decisions about salary reviews and compensation
	[*].[**]
	Other-Sensitive

	Assessing qualifications for a particular job or task, including decisions about promotions
	[*].[**]
	Other-Sensitive

	Gathering evidence for possible grievance or disciplinary hearings
	[**].
	Other-Sensitive

	Responding to complaints or investigations from stakeholders or our regulators
	[***].
	Other-Sensitive

	Making decisions about your continued employment or engagement
	[*].[**]
	Other-Sensitive

	Making arrangements for the termination of our working relationship
	[*].[**]
	Other-Sensitive

	Providing references to prospective employers
	[***].
	Other-Sensitive

	Education, training and development requirements
	[***].
	Other-Sensitive

	Dealing with legal disputes involving you, or other employees, workers and contractors, including accidents at work
	[**].
	Special (Article 9)

	Dealing with legal disputes involving you, or other employees, workers and contractors, including accidents at work
	[*].[***]
	Special (Article 9)

	Managing sickness absence
	[*].[**]
	Special (Article 9)

	Complying with health and safety obligations (Specsavers for VDU vouchers eye test vouchers)
	[**].
	Special (Article 9)

	To prevent fraud
	[**].
	Other-Sensitive

	To conduct data analytics studies to review and better understand employee retention and attrition rates
	[***].
	Other-Sensitive

	To maintain and promote equality in the workplace
	[**].
	Special (Article 9)

	Administering the contract we have entered into with you
	[*].[**]
	Special (Article 9)

	Secure Access Database
	
	

	Checking the award of Qualified Teacher Status, completion of teacher induction and prohibitions, sanctions and restrictions that might prevent the individual from taking part in certain activities or working in specific positions via the Teacher Services Online platform.
	[*].[**]
	Other-Sensitive

	Data Plan Payroll 

	Providing your information to Dataplan to pay you, if you are an employee, deducting tax and National Insurance contributions
	[*].[**]
	Special (Article 9)

	Liaising with your pension provider (this can also be completed direct)
	[*].[**]
	Special (Article 9)

	PAM (People Asset Management)
	
	

	Ascertaining your fitness to work
	[*].[**]
	Special (Article 9)

	Herts For Learning

	To monitor your use of our information and communication systems to ensure compliance with our IT policies
	[**].[***]
	Non-Sensitive

	To ensure network and information security, including preventing unauthorised access to our computer and electronic communications systems and preventing malicious software distribution
	[**].[***]
	Non-Sensitive

	To receive advice from external advisors and consultants
	[*].[**].[***]
	Other-Sensitive

	In appropriate circumstances to liaise with regulatory bodies, such as the NCTL, the Department for Education, the DBS and the Local Authority about your suitability to work in a school or in connection with other regulatory matters
	[*].[**].[***]
	Special (Article 9)


Some of the above grounds for processing will overlap and there may be several grounds which justify our use of your personal information.

In addition, the provision 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 investigate other issues.  CCTV footage involving staff will only be processed to the extent that it is lawful to do so.  Please see our CCTV policy for more details.

If you fail to provide personal information

If you fail to provide certain information when requested, we may not be able to perform the contract we have entered into with you (such as paying you or providing a benefit), or we may be prevented from complying with our legal obligations (such as to ensure the health and safety of our workers) or we may be unable to discharge our obligations which may be in the public interest or for official purposes.

Change of purpose

We will only use your personal information for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is compatible with the original purpose. If we need to use your personal information for an unrelated purpose, we will notify you and we will explain the legal basis which allows us to do so.

Please note that we may process your personal information without your knowledge or consent, in compliance with the above rules, where this is required or permitted by law.

HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION
“Special categories” of particularly sensitive personal information require us to ensure higher levels of data protection. We need to have further justification for collecting, storing and using this type of personal information. We may process special categories of personal information in the following circumstances:

· In limited circumstances, with your explicit written consent.

· Where we need to carry out our legal obligations and in line with our data protection policy.

· Where it is needed in the public interest, such as for equal opportunities monitoring, or in relation to our occupational pension scheme, and in line with our data protection policy.

· Where it is needed to assess your working capacity on health grounds, subject to appropriate confidentiality safeguards.

Less commonly, we may process this type of information where it is needed in relation to legal claims or where it is needed to protect your interests (or someone else’s interests) and you are not capable of giving your consent, or where you have already made the information public. We may also process such information about members or former members in the course of legitimate business activities with the appropriate safeguards.

Our obligations as an employer

We will use your particularly sensitive personal information in the following ways:

· We will use information relating to leaves of absence including the reasons for the leave, which may include sickness absence or family-related leave, sabbaticals, to comply with employment and other laws.

· We will use information about your physical or mental health, or disability status, to ensure your health and safety in the workplace and to assess your fitness to work, to provide appropriate workplace adjustments, to comply with the Equality Act 2010, to monitor and manage sickness absence and to administer benefits.

· We will use information about your race or national or ethnic origin, religious, philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal opportunity monitoring and reporting.

· We will use trade union membership information to pay trade union subscriptions, register the status of a protected employee and to comply with employment law obligations.

Do we need your consent?

We do not need your consent if we use your particularly sensitive information in accordance with our written policy where processing is necessary:

· To carry out our legal obligations or exercise specific rights in the field of employment law;

· For the establishment, exercise or defence of legal claims or whenever courts are acting in their judicial capacity;

· For reasons of substantial public interest, on the basis of Union or Member State law which shall be proportionate to the aim pursued, respect the essence of the right to data protection and we provide for suitable and specific measures to safeguard the fundamental rights and the interests of the data subject. 

In other circumstances, we may approach you for your written consent to allow us to process certain particularly sensitive data. If we do so, we will provide you with full details of the information that we would like and the reason we need it, so that you can carefully consider whether you wish to consent. You should be aware that it is not a condition of your contract of employment with us that you agree to any request for consent from us.

INFORMATION ABOUT CRIMINAL CONVICTIONS
We may only use information relating to criminal convictions where the law allows us to do so. This will usually be where such processing is necessary to carry out our obligations and provided we do so in line with our data protection policy.

Less commonly, we may use information relating to criminal convictions where it is necessary in relation to legal claims, where it is necessary to protect your interests (or someone else’s interests) and you are not capable of giving your consent, or where you have already made the information public.

We envisage that we will hold information about criminal convictions, for example, if information about criminal convictions comes to light as a result of our recruitment and Disclosure and Barring Service checks, or if information about criminal convictions comes to light during your employment with us.

We are allowed to use your particularly sensitive personal information in this way to carry out our Safeguarding obligations.

AUTOMATED DECISION-MAKING
Automated decision-making takes place when an electronic system uses personal information to make a decision without human intervention. We are allowed to use automated decision-making in the following circumstances:

· Where we have notified you of the decision and given you 21 days to request reconsideration.

· Where it is necessary to meet our obligations under your employment contract and ensure that appropriate measures are in place to safeguard your rights.

· In limited circumstances, with your explicit written consent and where appropriate measures are in place to safeguard your rights.

If we make an automated decision on the basis of any particularly sensitive personal information, we must have either your explicit written consent or it must be justified in the public interest, and we must also put in place appropriate measures to safeguard your rights.

You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making, unless we have a lawful basis for doing so and we have notified you.  We do not envisage that any decisions will be taken about you using automated means, however we will notify you in writing if this position changes.

DATA SHARING
We may have to share your data with third parties, including third-party service providers and other organisation.

In particular, we may share your data with organisations including, but not limited to, the following:

· The Local Authority

· The Department for Education

· The Education & Skills Funding Agency

· The Disclosure and Barring Service

· The Teaching Regulation Agency

· The Pension Service (Teachers or LGPS)

· External HR provider (Herts for Learning)

· External payroll provider (Dataplan)

· External IT Provider (Herts for Learning)

· MIS Provider (Arbor)

· Secure Access Database (Teacher Services Online platform)

· HMRC

· Police or other law enforcement agencies

· Legal Advisors

· Insurance Providers

We require third parties to respect the security of your data and to treat it in accordance with the law. 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.

We may transfer your personal information outside the EU. If we do, you can expect a similar degree of protection in respect of your personal information.

Why might we share your personal information with third parties?

We will share your personal information with third parties where required by law, where it is necessary to administer the working relationship with you, where it is needed in the public interest or for official purposes, or where we have your consent.

Which third-party service providers process your personal information?

“Third parties” includes third-party service providers (including contractors and designated agents). 

The following activities are carried out by third-party service providers: 

· Payroll

· Pension administration

· Benefits provision and administration

· IT services

Department for Education

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 school employees with our local authority (LA) and the Department for Education (DfE) under regulation 5 of the Education (Supply of Information about the School Workforce) (England) Regulations 2007 as amended. 

Department for Education (DfE) data collection requirements

The following is information provided by the DfE concerning the reason it collects data about school employees:

‘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 DfE including the data that we share with them, go to https://www.gov.uk/education/data-collection-and-censuses-for-schools.

The DfE 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 by:

· conducting research or analysis;

· producing statistics; and / or

· providing information, advice or guidance

The DfE 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. 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 the DfE’s 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 DfE’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
How secure is your information with third-party service providers?
All our third-party service providers are required to take appropriate security measures to protect your personal information in line with our policies. We do not allow our third-party service providers to use your personal data for their own purposes. We only permit them to process your personal data for specified purposes and in accordance with our instructions.

What about other third parties?

We may also need to share your personal information with a regulator or to otherwise comply with the law.    From time to time, we may disclose your personal data in response to a request for information pursuant to the Freedom of Information Act 2000 or following a data subject access request.  We may approach you for your consent but, in any event, we will only disclose your personal data if we are satisfied that it is reasonable to do so in all the circumstances.  This means that we may refuse to disclose some or all of your personal data following receipt of such a request.

Transferring information outside the EU

We currently do not transfer any data outside of the EU. If at any time this situation changes, we will ensure that there is an adequacy decision (meaning provide an adequate level of protection for your personal information) by the European Commission in respect of that country and the privacy notice will be updated accordingly.  

DATA SECURITY
Third parties who are processing personal data on our behalf will only process your personal information on our instructions and where they have agreed to treat the information confidentially and to keep it secure. 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. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need to know. They will only process your personal information on our instructions and they are subject to a duty of confidentiality. Details of these measures may be obtained from Data Protection Practitioner.

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

DATA RETENTION
How long will we use your information for?

We will only retain your personal information for as long as necessary to fulfil the purposes we collected it for, including for the purposes of satisfying any legal, accounting, insurance or reporting requirements.  Details of retention periods for different aspects of your personal information are available in our Data Retention Policy which is available on the staff shared drive in the policy folder or from Data Protection Practitioner.  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 an employee, worker or contractor of the company we will retain and securely destroy your personal information in accordance with our data retention policy.
RIGHTS OF ACCESS, CORRECTION, ERASURE, AND RESTRICTION
Your duty to inform us of changes

It is important that the personal information we hold about you is accurate and current. Please keep us informed if your personal information changes during your working relationship with us.

Your rights in connection with personal information

Under certain circumstances, by law you have the right to:

· Request access to your personal information (data subject access request). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

· Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.

Request erasure of your personal information.

This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below):

· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. 

· You also have the right to object where we are processing your personal information for direct marketing purposes.

Request the restriction of processing of your personal information. 

This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please contact Data Protection Practitioner in writing by emailing mandy.crow@romanfields.herts.sch.uk.

Subject Access Requests

The legal timescales for the school to respond to a Subject Access Request is one calendar month.  As the school has limited staff resources outside of term time, we encourage the submission of 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.  For further information about how we handle Subject Access Requests, please see our Data Protection Policy.

No fee usually required

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.

What we may need from you

We may need to request specific information from you to help us confirm your identity and ensure your right to access the information (or to exercise any of your other rights). This is another appropriate security measure to ensure that personal information is not disclosed to any person who has no right to receive it.

RIGHT TO WITHDRAW CONSENT
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 Data Protection Practitioner.  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.

DATA PROTECTION PRACTITIONER (DPP) & DATA PROTECTION OFFICER (DPO)
We have appointed a ‘responsible person’ a Data Protection Practitioner (DPP) to oversee day to day compliance with this privacy notice. If you have any questions about this privacy notice or how we handle your personal information, please contact the DPP. 

We buy into the School DPO Service to provide impartial oversight of compliance strategies and you are welcome to speak to our DPO should you have any further concerns after liaising with our DPP. You also have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection issues.

You can contact the Information Commissioners Office on 0303 123 1113 or via email https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF.

CHANGES TO THIS PRIVACY NOTICE
We reserve the right to update this privacy notice at any time, and we will provide you with a new privacy notice when we make any substantial updates. We may also notify you in other ways from time to time about the processing of your personal information.

If you have any questions about this privacy notice, please contact Mandy Crow (Data Protection Practitioner) at mandy.crow@romanfields.herts.sch.uk or on 01442 256915.

	I, _____________________________________________________________ 
(employee/worker/contractor name), 

acknowledge that on _________________________ (date), 
I received a copy of James Marks Academy Trust Privacy 

Notice for employees, workers and contractors and that I have read and understood it.



	Signature ………………………………………………



	Name ……………………………………………………

	


Induction checklist

Name: 

Date of Commencement: 

	
	Carried out by
	Date
	Comments

	First Day

	Tour of the School
	
	
	

	Location of the Main Office
	
	
	

	Location of pigeon holes
	
	
	

	Location of Toilets
	
	
	

	Sports facilities
	
	
	

	Main teaching space/work space
	
	
	

	Structure of the School Day
	
	
	

	Signing in/out procedure
	
	
	

	Transport/parking arrangements
	
	
	

	Tea and Coffee
	
	
	

	Dining room
	
	
	

	Introduction to the company

	Websites
	
	
	

	Mission Statement and ethos of provision
	
	
	

	ICT/photocopiers
	
	
	

	Use of Google and Google Drive
	
	
	

	Arbor system
	
	
	

	Method of communications i.e.: bulletin.
	
	
	

	HR Admin

	New Starter form completed on Data Plan
	
	
	

	P45 received
	
	
	

	DBS Completed
	
	
	

	Pre-employment questionnaire
	
	
	

	Two references sought
	
	
	

	Photo taken for pass
	
	
	

	Gate Card & Keys issued
	
	
	

	Photo Pass Issued
	
	
	

	Sickness provisions
	
	
	

	Pension provisions
	
	
	

	Maternity/paternity/parental leave provisions
	
	
	

	JMAT Wider Wallet
	
	
	

	Finance
	
	
	

	Introduction to Finance Staff
	
	
	

	Budgets and ordering process
	
	
	

	Login for payslips
	
	
	

	Timesheets
	
	
	

	Overtime/Travel claims
	
	
	

	Budget Action Plans
	
	
	

	Terms and conditions of employment

	Code of conduct 
	
	
	

	Hours, breaks, method of payment
	
	
	

	Signing in & out
	
	
	

	Probationary period
	
	
	

	Period of notice
	
	
	

	Staff Handbook 
	
	
	

	Access to all policies and procedures
	
	
	

	Safeguarding and Child Protection
	
	
	

	Introduce yourself to the Designated Safeguarding Lead
	
	
	

	Safeguarding (policy read).
	
	
	

	Confidentiality
	
	
	

	Login to CPOMS
	
	
	

	Special Educational Needs and Disability (SEND) and Examinations

	Introduce yourself to the SENDCo
	
	
	

	Understanding the SEND Code of Practice
	
	
	

	Knowing how to access pupil information, including diagnoses
	
	
	

	Knowing What an EHCP is
	
	
	

	Understand the process of exam access arrangements and reasonable adjustments
	
	
	

	Undertake Invigilator training
	
	
	

	Equal opportunities policy and worker development

	Equal opportunities policy
	
	
	

	Training provision
	
	
	

	Performance appraisal
	
	
	

	Policy/procedures to prevent bullying and harassment
	
	
	

	Worker/Employee Relations

	Trade union membership
	
	
	

	Well-being Lead
	
	
	

	Grievance and disciplinary procedure
	
	
	

	HR Lead
	
	
	

	Organisation rules

	Smoking policy
	
	
	

	General behaviour/dress code
	
	
	

	Telephone calls/emails and use of the internet
	
	
	

	Mobile Phone Use - Using a hand-held mobile phone whilst driving is against council policy and will be breaking the Law.
	
	
	

	Health and safety

	Introduce yourself to Site Manager
	
	
	

	Accident & Hazard Reporting
	
	
	

	Managing Medicines - No member of staff should administer any medicines unless a request form has been completed by the parent / guardian.
	
	
	

	COSHH
	
	
	

	Health & Safety Officer
	
	
	

	Display Screen Equipment (DSE)
	
	
	

	Fire & Emergency Procedures
	
	
	

	First Aid Provision
	
	
	

	Health and Safety Policy 
	
	
	

	Infection Control - Explain principles of good hygiene.
	
	
	

	Job Specific Training Needs

Discuss specific training needs with new starter to identify additional training or instruction s/he may need e.g.: -

· Manual handling

· Use of specific machinery

· Specialised work activities

· Risk assessments

· Determine whether any specialised training or instruction is necessary.
	
	
	

	Lone Working/Personal Safety

Explain school procedures for lone working 

Work involving significant risks (e.g. work at height) not to be undertaken whilst working alone.
	
	
	

	Working at Height

Detail restrictions on staff using steps and ladders, rules on using access equipment, arrangements for inspecting and recording checks on access equipment, restrictions on use by pupils, contractors etc.
	
	
	

	Offsite Visits

School procedures and EVC’s role.

Use of Evolve for notification of visits to HCC

All Offsite Visit activities must be risk assessed using relevant HCC forms, these assessments are monitored and reviewed by the head teacher.
	
	
	

	Risk Assessments

· Principles and location of school risk assessments

· Determine whether new starter has any health, medical or mobility issues that could affect his/her safety at work or safety of others
	
	
	

	Wellbeing

Explain systems in place within school for responding to individual concerns (e.g. performance management, Wellbeing Lead.
	
	
	

	Housekeeping Arrangements & Defect Reporting.

Fire safety

· Storage of combustibles

· Signing in & out system

· Keeping corridors & exit routes clear of obstructions

Electrical safety

· Regularly checking for obvious faults such as loose wires

· Not using obviously defective              equipment and procedures for taking out of service 

· How to identify an appliance that has       been PAT tested and the frequency of testing.

· Note that staff must not bring any electrical item of equipment to the workplace unless authorised by Site manager
General workplace safety

· Avoiding trip-hazards, e.g. cables, wires, boxes in main foot-traffic routes

· Keeping workplace clean & tidy as far as possible

· Procedure for reporting any building /maintenance defects and concerns relating to health & safety.

	
	
	

	The Job

	Introduction to manager/supervisor
	
	
	

	Requirements of new job
	
	
	

	Standards expected
	
	
	

	Introduce yourself to Key Staff:

Executive Head: Trevor Orchard

CFO/Company Secretary: Mandy Crow

Deputy Heads: David Morgan & Scott Martin

Assistant Heads: Emma Davis and Mark Reynolds

Office Manager: Tony Gott

Integrations Manager: Liz Cooper
	
	
	

	Supervision and performance appraisals
	
	
	

	Timetable, Duties and Rota
	
	
	

	Allocation of mentor
	
	
	

	Job description
	
	
	

	I confirm that the above induction information has been provided and explained to me and I fully understand my responsibilities.

	Name of Employee:


	

	Job Title:
	
	
	

	Employees Signature:
	
	
	

	
	

	Managers Name:
	
	
	

	Position:
	
	
	

	Managers Signature:
	
	
	

	Once the employee and manager have signed the form to say that the induction process has been completed the form must be placed upon the employees personnel file.



Induction Evaluation and Feedback Questionnaire 
Please ask your new employee to fill out the following questionnaire towards the end of their induction programme. Managers should retain a copy and act on the comments relating to their induction procedures.


	Were you personally introduced to key colleagues, managers and other appropriate people during your first few days in post?
	YES ( NO (

	Comments:



	Has your induction helped you understand your job, responsibilities, and performance standards?
	YES ( NO (

	Comments:



	Have appropriate policies and procedures important to your job (e.g. health and safety regulations, work processes, annual and public holiday leave entitlements and how to apply for annual leave, FOI/Data Protection) been shown to you and explained to you?
	YES ( NO (

	Comments:



	Have you discussed/completed an induction programme?  


	YES ( NO (

	Comments:



	If appropriate, have you been able to access training or courses related to your role?
	YES ( NO (

	If so, please list the courses you have attended as part of your induction:



	Have you been able to use required systems for your role?


	YES ( NO (

	Please list any significant systems issues:



	Do you feel there were any areas missing from your induction programme? 


	YES ( NO (

	If so, please list: 



	If there was one aspect of your induction that could be improved what would it be, and how might we improve it?


	Are you aware of the staff handbook for staff?


	YES ( NO (

	Have you used the staff handbook?


	YES ( NO (

	What information did you need that was not covered?




	Any other comments:




	Manager’s signature:                                  

Employee’s signature:


	Date:
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Department:  





Start date:





Name: 		
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