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Data Protection and GDPR Policy

Organisation: Forde's First Recruitment Ltd (trading as First Class Teachers)

ICO Registration Number: ZB908734

Legislation: UK General Data Protection Regulation (UK GDPR), Data Protection Act 2018
Drafted: May 2026

Review Due: May 2027

1. Purpose

This policy sets out how First Class Teachers (FCT) collects, stores, uses, and protects
personal data. It applies to all personal data processed by FCT in connection with its work-
finding and supply teaching placement services. FCT is committed to full compliance with
the UK GDPR and the Data Protection Act 2018.

2. Scope
This policy applies to:

o All personal data held by FCT, including data about placed staff, candidates, school
contacts, and suppliers

e All systems, devices, and cloud services used to process that data

e The FCT Managing Director and any contractors or third parties acting on FCT's behalf

3. Data Controller

FCT's data controller is Forde's First Recruitment Ltd (trading as First Class Teachers), 133
Manvers Road, Beighton, Sheffield, S20 1BA. ICO registration number: ZB908734.

The FCT Managing Director is responsible for data protection compliance and acts as the
primary point of contact for all data protection matters. Contact:
hello@firstclassteachers.com.
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Placed staff and candidates

e Name, contact details, address and date of birth

e (Qualifications, employment history and references

e Right to Work documents

e DBS check date, type and reference number (certificate not retained -- see Section 6)
e TRA prohibition order check result

e Bank details and tax information (payroll only)

e Marketing preferences where consent has been given

Schools and clients

e School name, address and type

e Contact person name, job title, email and phone number
e Booking and placement records

5. Lawful Basis for Processing

FCT processes personal data under the following lawful bases:

Data Category Lawful Basis Notes

Staff personal and Contract + Legal Obligation | Required to fulfil work-

compliance data finding contract and KCSIE
safeguarding obligations

DBS data Legal Obligation Strict handling rules apply -
- see Section 6

School contact data Legitimate Interest Necessary to manage school
partnerships

Payroll data Contract Required to process
payment

Marketing and job alerts Consent Only where individual has
opted in; withdrawable at
any time

6. DBS Data -- Special Handling Rules

DBS certificate data is subject to strict rules under ICO guidance. FCT's approach:

e FCT does notretain copies of DBS certificates
o FCT records only: the date the check was carried out, the type of check, and the
certificate reference number
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thereafter, unless a specific legal obligation requires longer retention
e DBS data is never shared with third parties except as required by law

Staff are not required to show their DBS certificate to FCT repeatedly -- a single verified
check is recorded and the certificate is returned to the individual.

7. Data Retention Schedule

Data Category Retention Period Reason

Candidate records Duration of registration + 2 | Work-finding and disputes
years

Employment and payroll 6 years from end of HMRC legal requirement

records employment

DBS check record Duration of placement ICO guidance -- no longer

(date/type/ref only) relationship than necessary

Safeguarding records 7 years where applicable Legal obligation

Consent-based marketing Until consent withdrawn Consent basis

data

When data reaches the end of its retention period, it is securely deleted from all systems
and cloud services. The FCT Managing Director reviews retention annually.

8. Third-Party Data Processors

FCT shares personal data only where necessary. All third-party processors operate under
Data Processing Agreements (DPAs) and are contractually prohibited from using FCT data
for their own purposes.

Processor Purpose Data Shared

Aaron's Department DBS checks and referencing | Identity documents,
employment history

QuickBooks (Intuit) Payroll processing Bank details, tax
information, pay records

Google (Gmail/Drive) Email and document Communications, records,

storage policy documents

Make.com (Celonis) Workflow automation Limited contact and

booking data

FCT does not transfer personal data outside the United Kingdom.
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Individuals have the following rights under UK GDPR. FCT will respond to all requests
within 30 days.

Right How FCT handles it

Rectification Correct or update inaccurate data within
30 days

Erasure Delete data where no lawful basis for
retention exists; confirm deletion in writing

Restriction Pause processing while accuracy or
lawfulness is assessed

Portability Provide data in CSV or equivalent
structured format

Object Stop processing based on legitimate
interest unless compelling grounds exist

Withdraw consent Honour immediately; stop all consent-
based processing

To submit a request, contact hello@firstclassteachers.com. If an individual is dissatisfied
with FCT's response, they may complain to the ICO at ico.org.uk or 0303 123 1113.

10. Data Breach Procedure

A data breach is any incident that results in the accidental or unlawful destruction, loss,
alteration, unauthorised disclosure of, or access to, personal data.

In the event of a suspected breach, the FCT Managing Director will:

1. Identify and contain the breach immediately

2. Assess the likely risk to affected individuals (low / medium / high)

3. Notify the ICO within 72 hours if the breach is likely to result in a risk to individuals'
rights and freedoms

4. Notify affected individuals directly if there is a high risk to their rights and freedoms

5. Document the breach, the assessment made, and any actions taken -- regardless of
whether notification was required

All breaches, however minor, must be logged. The log is reviewed at each annual policy
review.
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11. Responsibilities

FCT Managing Director

e Overall accountability for data protection compliance
e Ensuring DPAs are in place with all processors

e Responding to data subject rights requests

e Managing and logging data breaches

e Reviewing and updating this policy annually

Placed staff and contractors

e Handling any FCT data they encounter in the course of their placement with care and
confidentiality

e Reporting any suspected data breach or security concern to FCT immediately

e Not sharing FCT or school personal data with unauthorised third parties

12. Training

The FCT Managing Director maintains awareness of UK GDPR obligations through ICO
guidance and relevant training resources. All placed staff are briefed on data protection
expectations as part of their pre-placement induction.

13. Related Policies

e Privacy Policy (public-facing)

e Safeguarding and Child Protection Policy

e Recruitment and Vetting Policy

o Information Security / Cyber Essentials (Cyber Essentials certification: ZB908734 ICO)
e  Whistleblowing Policy

14. Review

This policy is reviewed annually by the FCT Managing Director, or sooner if legislation
changes or a significant data incident occurs. All updates are version-controlled and the
current version is stored on Google Drive (FCT Policies folder).
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Policy Owner: Darren Forde

Approved by: Darren Forde (Managing Director)
Date Approved: May 2026

Next Review: May 2027

Version: 1.2
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