APPENDIX 4 - PRIVACY NOTICE

Appendix 1 —Members

How we use your personal data

The British Educational Leadership, Management and Administration Society (BELMAS) is the
Data Controller of the personal data you provide to us. In some cases, BELMAS also acts as a
Data Processor when handling data for specific administrative purposes.

We collect and use your personal data to:

e Process and manage your membership application and renewals

e Administer your membership account

e Provide you with membership communications, including notices, updates and
information about BELMAS activities

e Inform you about events and opportunities relevant to BELMAS members

e Carry out statistical, analytical and reporting activities to support our organisational
functions

We process your personal data on the lawful bases of contract, legitimate interests, and
consent (where applicable for marketing communications).

Sharing your personal data
We do not share your data with third parties without a lawful basis.

Data may be shared only with trusted partners who support BELMAS services, and only where a
Data Sharing or Data Processing Agreement is in place, as outlined in the BELMAS Data
Protection Policy.

We may also share only the minimum necessary personal data with authorised BELMAS
representatives—such as Trustees, Committee Members, Research Interest Group (RIG)
Convenors, event organisers and approved volunteers—strictly on a need-to-know basis. This
will normally be limited to your name and email address, to enable them to carry out their roles
and deliver BELMAS activities. Any additional information (for example, accessibility or dietary
requirements for an event) will only be shared where necessary for that specific purpose.

Appendix 2 - Human Resources

This appendix explains how we process personal data for job applicants, employees, workers,
contractors, consultants and volunteers or trustees.

How We Collect Your Information

e Directly from you during recruitment and onboarding, and during your engagement with
us.

e From agencies and referees (with your knowledge).
e From pre-employment screening such as right-to-work and DBS where applicable.
e Frominternal systems (e.g., HR, payroll, learning and development)
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What Personal Data We Collect

e Personal details and contact information.

e Application, CV and interview information; references; employment history and
qualifications.

e Contract terms, job role, pay/fees, benefits, working time, leave and absence,
performance and supervision records, disciplinary and grievance records, training
records.

e Next of kin and emergency contacts.

e Right-to-work, DBS where applicable, and other compliance records.

e Special category data (where necessary) — health/occupational health information (e.g.,
reasonable adjustments), and equality, diversity and inclusion data provided
voluntarily.

How We Use HR Data (Purposes and Lawful Bases)

e Torecruit and onboard staff, volunteers and trustees — Contract (Art 6(1)(b)) and
Legitimate Interests (Art 6(1)(f)).

e To administer employment/engagement — Contract (Art 6(1)(b)).

e To meetlegal obligations — Legal Obligation (Art 6(1)(c)) (e.g., HMRC, right-to-work,
health & safety).

e To manage performance, supervision, learning and development, security and IT
systems - Legitimate Interests (Art 6(1)(f)).

e Special category data — Art 9(2)(b) employment and social protection law; Art 9(2)(g)
substantial public interest (e.g., equality monitoring under Schedule 1 conditions);
occupational health; and where appropriate, explicit consent.

Who We Share Your Data With
e Payroll, pension, HR and benefits providers (processors).
e Regulators and statutory bodies (e.g., HMRC, Home Office).
e Occupational health and wellbeing providers.
e [T service providers.
e Professional advisers and insurers where necessary

Your data protection rights
Under UK data protection law, you have the following rights. Some rights are subject to
limitations (for example, safeguarding or legal obligations) and may not always apply. If we
cannot fulfil a request, we will explain why.
e Rightto be informed -to know how your data is used.
o Right of access —to request a copy of your personal data.
e Rightto rectification —to correct inaccurate or incomplete data.
e Rightto erasure —to request deletion where legally permitted.
e Rightto restrict processing —to limit how we use your data in certain circumstances.
e Right to data portability — to receive certain data in a structured, machine-readable
format.
e Rightto object—to processing based on legitimate interests or for direct marketing.
e Rights around automated decision-making — we do not make decisions that produce
legal or similarly significant effects solely by automated means.
e Rightto complain-to complain against any of our activities.
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Data protection and website use
While we make every effort to ensure the accuracy and security of information on our website,
we cannot guarantee that the site will always be free from errors or vulnerabilities.

Please be aware that data transmitted over the internet can never be fully secure, even where
encryption is used. Any information you send is at your own risk.

Data retention

We retain personal data only for as long as necessary to fulfil the purposes set out in this Notice
and to meet legal, regulatory, contractual and funder requirements. Specific retention periods
are set out in BELMAS’s Retention Schedule and may vary by project (for example, safeguarding
records or research evaluation data). We will provide further information on request.

Appendix 3 — Marketing

As a member, you will receive communications relevant to your membership.

You may opt out of non-essential marketing at any time by contacting us at
info@belmas.org.uk.

Lawful Bases for Marketing
e Consent (Art 6(1)(a)) —for email marketing to individuals where required by PECR.
e |egitimate Interests (Art 6(1)(f)) — for soft opt-in related email communications when
you have expressed an interest
e Contract (Art 6(1)(b)) —to administer event bookings or benefits you have asked for.

Contact details

British Educational Leadership Management and Administration Society (BELMAS)
Spaces Acero

1 Concourse Way

Sheffield

S12BJ

Email: info@belmas.org.uk

Tel: +44(0)114 303 6757

Appendix 3 - Complaints Process

If you are unhappy with how we handle your personal data, you have the right to raise a
complaint with us.

You can contact us by:
e Email:info@belmas.org.uk
e Telephone: +44(0) 114 303 6757
e Post: BELMAS, Spaces Acero, 1 Concourse Way, Sheffield, S1 2BJ
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Please provide:
e Your name and contact details
e Acleardescription of your concern
e Anyrelevant dates or reference numbers

What Happens Next?
1. We will acknowledge your complaint within 30 days of receiving it.
2. We will investigate your concerns.
3. We may contact you if we need further information.
4. We will respond as soon as possible and without undue delay.

Our response will explain:
e What we have found
e Whether any action has been taken
e What happens next

If You Are Not Satisfied
If you remain unhappy with our response, you have the right to complain to the Information
Commissioner’s Office (ICO):

Information Commissioner’s Office
Whycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Telephone: 03031231113
Website: https://ico.org.uk

Accessibility
If you require this information in an alternative format, please contact us and we will be happy
to assist.
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