
                                                  

 
 

 
 

 

 
 

 

 

 

 

 
 
 
 
 

 
 

 
 
 

 

 

 

School Business Manager 
 

Information Pack 
 

 

Closing date: 13th November 12 noon 

Interview date: Provisionally Monday 23rd and  

Tuesday 24th November  

 

Starting: As soon as possible, ideally no later than 

January 2021 

 

 



Introduction 
 
Alcester Academy is a small, oversubscribed school in South Warwickshire meeting the needs of 
640 pupils in Y7-11. 
 
The school is a stand-alone academy providing education for children in the local priority area. 
Alcester Academy has enjoyed securing extremely positive pupil outcomes over the last four 
years. This has placed the school in the top five percent of schools nationally and in a most 
favourable position in comparison to selective schools.  
 
This is a very exciting time for the academy. Under new leadership, the school is looking to 
secure future development opportunities and we are seeking an experienced, dynamic, 
professional Business Manager to help facilitate these opportunities.  
 
The successful candidate must have strong financial and business management skills and 
equally impressive leadership ability as Business Manager, to lead a group of support staff and 
manage the financial, administration and IT functions supporting the academic and non-
academic activities. The role will include duties as day-to-day Financial Controller, Fire Officer, 
Health and Safety Appointed Person and Data Protection Officer. 
 
The successful candidate must be a Graduate or have equivalent education, with a professional 

qualification ideally financial and should have experience working in general, financial, property 

and IT/systems management and have undertaken advanced studies and/or have relevant 

professional qualifications in those areas. Excellent communication, administration and 

interpersonal skills together with flexibility and a commitment to working proactively and 

creatively as part of a team are essential qualities for the role. 

The standards for school business managers are set out by the Institute of School Business 

Leaders https://isbl.org.uk 

The successful candidate will be measured against these standards. 

This is a critical school appointment working alongside a passionate and committed senior 

leadership team. The salary package will be commensurate with the experience of the 

appointed candidate.   

Alcester Academy is an equal opportunities employer and is committed to safeguarding and 

promoting the welfare of young people and vulnerable adults and expects all staff to share this 

commitment. Successful applicants will be subject to appropriate checks including an enhanced 

DBS check and reference checks.     

A full job description and person specification can be found below.   

 

 

 

 

 

https://isbl.org.uk/Standards/assets/pdf/ISBL%20Professional%20Standards%20Web%20Version.pdf


Employment Particulars 

Hours per week: Monday to Friday. Guide hours are 8.00 am to 4.30pm. Notwithstanding these 
normal hours, the expectation is that the post holder will work those hours necessary to fulfil 
the roles and responsibilities outlined below.  
 
Salary: Competitive for the right candidate 
 
Holiday: Your annual leave entitlement is 25 paid working days, excluding all public bank 
holidays. 
 
Notice Period: There will be an initial three month probationary period with the option to 
extend this to six months if required. During which time the notice period will be one month by 
both parties.  After this probationary period one full term’s notice is to be given. 
 
Key working relationships 

Reports to:  Headteacher and SLT, Board of Governors.  

Line Manages: Finance team, Catering Manager, Midday Supervisors, Office Manager. 

 

The Role 
 

Day to Day 

Financial 

Control and 

Management 

(within the 

ESFA 

guidelines) 

 

 Overseeing the academy’s treasury function, including the 
management of cash reserves and the preparation of cash flow 
forecasts. 

 Ensuring that proper books of account (including income and 
expenditure accounts and balance sheets) are kept and that reports of 
the material and financial affairs of the academy are produced to the 
Governors in accordance with their requirements and the 
requirements of the law. 

 Advising the Governors on general financial policy.  

 Oversight of and experience using SAGE. 

 Preparing (in consultation with the Headteacher and heads of subjects) 
annual estimates of income and expenditure to include the 
preparation of departmental budgets within the academy and longer-
term forecasts of income and expenditure. 

 Monitoring income and expenditure in relation to the annual budget 
and presenting regular management reports to the governing body. 

 Preparation and oversight of the five year forecast. 

 Scrutinising and passing for payment all invoices received by the 
academy and ensuring invoices are issued by the academy. 

 Keeping analyses of costs and other statistical reports.   

 Preparing financial appraisals of particular projects. 

 Maintaining the academy’s Fixed Asset Register.  Arranging for the 
safety, security and effective maintenance of the assets of the 
academy in accordance with the policies of the Governors; updating 
key policies as required. 

 Work with the SLT and Governing body to ensure the correct and 



robust financial controls and procedures are in place and that the 
academy complies with regulations and procedures within the 
Academies Financial Handbook. 

 In consultation with professional advisers, ensuring the academy has 
adequate insurance cover at all times to include employer’s liability, 
buildings and equipment cover, personal accident, travel insurance and 
other relevant cover.  

 Purchasing, either directly or through a purchasing group, all goods 
and services for the academy. 

 Identifying opportunities to generate income through grant 
applications, lettings, CIF funding, wrap around care provision etc. 

 Liaison with internal and external auditors. 

 Facilitating staff pay roll and pay progression. 

 Issuing and updating staff employment contracts. 

 Oversight of all staff pension contributions and PAYE. 

 Reporting to the Governors on a regular basis (Finance Sub 
Committee). 

 Meeting the financial reporting needs of the ESFA, DfE, Companies 
House and FGB. 

 Advising the Headteacher regarding academy staffing.  

 Liaison with local press to help market the school.  

 Act as Contracts Officer. 
 

General 

Management, 

School 

Administration 

and Human 

Resource 

Management 

 

 Managing the employment, terms and conditions of service and 
welfare of teaching and support staff. 

 Overall responsibility for the maintenance and improvement of the 
schools Information Communications Technology (ICT) systems, MIS 
network, infrastructure and database including purchasing and 
contracts. This includes overall line management of the ICT Manager 
and Lourdes IT.  

 Ensuring that the schools cyber defences are effective and that the 
school is fully compliant with GDPR. 

 Advising on and taking the appropriate physical security measures with 
the school for the protection of both staff and pupils. 

 Recruiting, selecting and managing the employment, terms and 
conditions of service, supervision and welfare of all staff in a HR 
capacity. 

 Oversight of new staff induction processes and routines. 

 Providing information about the work and performance of a team of 
support staff in connection with their future employment. 

 Acting as a bridge to promote and facilitate closer working 
relationships between teaching and support staff. 

 In consultation with the school’s Employment Law advisors, advising 
the Headteacher and Governors on employment matters including 
disciplinary procedures and ensuring that the school has appropriate 
disciplinary and grievance procedures.   

 Assisting the Headteacher, as appropriate, in dealing with all discipline, 
complaints and grievance cases relating to any member of staff or 



pupil. 

 Ensuring that all relevant staff have contracts of employment and 
ensuring that the school protocol reflects any changes to Employment 
Law, as advised by the schools Employment Law advisors. 

 In consultation with the Headteacher, formulating, implementing and 
complying with, and ensuring the compliance of all members of staff 
with the policies and rules of the academy and with all relevant 
employment law and legislation including employment protection, 
equal pay, minimum wage, Working Time Directive or discrimination 
on the grounds of sex, race or disability. 

  In conjunction with any necessary legal advice taken by the Governors, 
advising the Headteacher and Governors on any matters affecting the 
legal duties of the Headteacher and the Governors. 

 Assisting the Headteacher in developing and implementing the 
marketing strategy for the academy. 

 Preparing the academy improvement or business plans and presenting 
them to the Governors; working with the Headteacher to implement 
these plans. 

 Be prepared to act as secretary at meetings of the Finance Sub 
Committee.  

 Line management of the caterers within school and systems related to 
this. 

 Line management of the finance staff team.  

 Line management of Office Manager. 

 Manage support staff appraisal.  

 Procurement of academy uniform suppliers. 
 

Property 

Management 

 

Overall responsibility for the school’s routine maintenance programme and 

health and safety compliance including: 

 Overseeing the Site Team to ensure the general maintenance of the 
buildings and equipment therein, including the appointment of 
appropriate specialist contractors to maintain the buildings, lighting, 
ventilation and all mechanical and electrical systems (excluding the 
wood and stone processing systems) and monitoring the performance 
of those contractors.  

 Project management as required. 

 Working with the Site Team ensuring the up keep of the school 
grounds, surfaces and maintenance of boundaries and rights of way.  

 Preparing maintenance schedules, a rolling refurbishment programme 
and keeping records in conjunction with the Site Team. 

 Overseeing the Site Team to ensure the installation and maintenance 
of equipment for the detection, warning, protection and escape from 
fire ensuring the necessary fire risk assessments are carried out. 

 Overseeing the maintenance and efficiency of all installations and plant 
for electric and gas supply, heating, domestic hot water etc.  Ensuring 
energy supply contracts at competitive rates, either directly or through 
a purchasing group.  Promotion of energy conservation. 

 Responsible for formulating, monitoring and implementing the school’s 



policy to comply with the requirements of health and safety legislation.  
Carrying out risk assessments where appropriate and monitoring all 
departments to ensure they are carrying out risk assessments.  
Oversight of whole school health and safety. 

 Ensuring that the on-site catering standards are maintained and that 
the catering areas meet the requirements for food hygiene and safety 
at all times. 

 Working with the Site Team managing in-house and contract cleaning. 

 Drawing up outline specifications for new buildings, obtaining tenders, 
planning permissions, CIF bids and grants. 

 Acting as a key holder when required.  

 Performing daily duties within the academy in order to maintain high 
standards of behaviour and routine. 

 Appoint or co-ordinate outside contractors regarding quotations, work 
agreed and access to the premises. 
 

Other  

 

The above is only an outline of the tasks and responsibilities of the role. The 
post holder will carry out any other duties as may be reasonably required by 
his/her line manager. The job description and person specification and any 
accompanying documentation may be reviewed on an on-going basis in 
accordance with the changing needs of the academy and do not form part of 
the employment contract. 
 
The successful candidate will need to appreciate the need to be flexible in 
terms of the time allocated to the respective areas of work outlined above, as 
this is likely to change according to the pattern of the year - especially the 
academic year – and the evolving needs of the school.  
 

Child 

Protection and 

Safeguarding 

Policy 

It is the post holder’s responsibility for promoting and safeguarding the 
welfare of children and young people. You will comply with the Academy 
Safeguarding Policy, and the requirement to report to the Designated 
Safeguarding Lead any concerns relating to the safety or welfare of children or 
young people. 
 

Terms and 

Conditions of 

Service 

The post holder will be required to comply with all policies and procedures 
issued by and on behalf of the College. The post holder will be subject to an 
Enhanced Disclosure and Barring Service Certificate. The post holder will be 
required to participate in any academy appraisal procedures as an appraisee 
and if applicable, as an appraiser. The post holder will be required to attend 
any statutory and mandatory training.  
 

Information 

Security, 

Confidentiality 

and Data 

Protection 

During the course of employment, the post holder may have access to, see or 
hear information of a confidential nature and he/she will be required not to 
disclose such information. All personal identification information must be held 
in the strictest confidence and should be disclosed only to authorised people 
in accordance with the General Data Protection Regulation and the Academy 
Privacy Notice, unless explicit written consent has been given by the person 
identified. 
 



Equal 

Opportunities 

The post holder must comply with and promote Equal Opportunities and avoid 
any behaviour which discriminates against others on the grounds of sex, 
disability, marital status, sexual orientation, age, race, colour, nationality, 
ethnic or national origin, religion, political opinion, trade union membership. 
 

Health and 

Safety 

Under the Health & Safety at Work Act 1974, it is the responsibility of 
individual employees at every level to take care of their own health and safety 
and that of others who may be affected by their own acts at work. This 
includes co-operating with the academy and colleagues in complying with 
Health and Safety obligations to maintain a safe environment. 
 

 
 

To apply for this role, forward a completed application form, an equal opportunities monitoring 
form and a covering letter outlining why you feel that your skills and experience would equip 
you to take on this role, by email to: admin@alcesteracademy.org.uk 

The deadline for applications is Friday 13th November at 12 noon 

Interviews will take place provisionally on 23rd November and 24th November for shortlisted 
candidates. 

Starting as soon as possible and ideally no later than January 2021 
 
If you have any queries about the role or would like to discuss it in more detail, please contact 
Sarah Mellors – head@alcesteracademy.org.uk 

Under Covid-19, we are still happy to organise an out of hours tour of the school if desired.  

 

 

 

 

 

 

 

 

 

 

 

 

mailto:head@alcesteracademy.org.uk


 

 

As part of your application, you will be required to complete this competency checklist: 

Name of applicant_______________________ 

 

Task 
Considerable 
experience 

(tick) 
Competent 

Requires 
development 

No 
Experience 

Finance and resource management 

Submit audited accounts to the ESFA      

Submit accounts return to the ESFA     

Publish audited accounts on website     

Submit budget forecast return outturn to the ESFA     

File audited accounts with Companies House     

Submit 3-year budget forecast return to the ESFA     

Prepare closure of previous year's accounts statements, 
and separate financial transactions for old budget cycle 
from those for new budget cycle 

    

Report to governors on outcomes of old budget     

Prepare draft budget, including forecasts of staffing 
structure and pupil numbers 

    

Obtain final budget funding details and prepare second 
draft budget for discussion with governing board 

    

Negotiate/allocate budgets for each department or Key 
Stage 

    

Review latest school improvement plan (SIP) and other 
action plans, and make sure deadlines for actions have 
been met 

 
 

   

Review long-term financial plan and align with SIP     

Review all contracts/agreements for the provision of goods 
and services in order to ensure best value (putting out 
contracts to tenders as necessary) 

    



Task 
Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Make sure all insurance policies provide adequate cover 
and value for money 

    

Carry out benchmarking exercise to ensure value for money 
in spending 

    

Review the school’s tax liabilities (such as VAT and rating 
assessments) and any implications of charitable status (if 
applicable) 

    

Review the school’s system for bidding for grants as they 
become available 

    

Check that all insurance premiums have been paid     

Submit audited End of Year Certificate (EOYC) for financial 
year to the Teachers’ Pension Scheme 

    

Submit unaudited EOYC for financial year to the Teachers’ 
Pension Scheme 

    

Premises 

Conduct health and safety audit     

Human resources 

Review CPD programme and appraisal framework for all 
support staff 

    

Conduct support staff appraisals     

Update staff salaries following appraisal     

Administration 

Complete school workforce census     

Determine admission arrangements and publish on website      

Send copy of admission arrangements to local authority     

Conduct data protection audit (GDPR)     

Update staff handbook     

Marketing and liaison 

Update and publish the school prospectus     

Update and publish any records and publications for public 
information 

    

https://schoolleaders.thekeysupport.com/administration-and-management/admissions-and-roll/admissions-processes-appeals/changes-to-admissions-policies-who-has-to-be-consulted


Task Considerable 
experience  

Competent Requires 
development 

No 
Experience 

Liaise with press regarding positive media coverage     

ICT 

Make sure software licences are up-to-date via software 
update 

    

Conduct hardware audit and dispose of old equipment     

Review server performance and replace as necessary     

Review infrastructure and replace or add as necessary     

Review telephone system and upgrade as necessary     

 

Termly tasks 

 

Task Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Finance and resource management 

Meet with the chair of the governors’ finance committee     

Monitor and report to finance committee on the state of 
the school’s finances     

Make sure pupil premium expenditure is being 
accurately tracked     

Update governors on pupil premium spending and 
impact     

Check spending in line with the SIP and update budget 
and/or SIP as required     

Maintain and update the asset register     

Provide free school meals (FSM) application forms to all 
new parents and make sure eligible pupils are registered     

Have auditor carry out internal financial audit     

Monitor all service contracts to make sure performance 
meets the standards set (meeting with service provider 
as appropriate) 

    



Task Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Premises 

Renew premises hire agreements or send termination 
letters 

    

Report to governors on any issues (including updates to 
maintenance/building works, health and safety matters, 
and any accidents on site) 

    

Make sure IHPs are up-to-date     

Appoint fire marshals for the term     

Make sure fire marshals’ training is up-to-date     

Human resources 

Advertise teaching staff vacancies (as required) and 
oversee the recruitment of new staff     

Process new teaching staff, including DBS checks, payroll 
starter forms and induction     

Report to governors on resignations, staffing and 
recruitment, CPD and disciplinary issues regarding 
support staff 

    

Organise new staff induction     

Administration 

Check pupils records are up-to-date     

Send out request to parents for pupil data updates     

Submit data collection returns for the school census     

Make sure requirements for publishing information 
online have been met and information is up-to-date     

Make sure register of governors’ interests is up-to-date 
(with Clerk)     

Update risk register     

ICT 

Check all computers are upgraded with the latest 
software (including anti-virus software and 
administration and finance systems) 

    

https://schoolleaders.thekeysupport.com/uid/4ae35dfa-1268-400c-898e-d5be2ea9faec/


Task Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Knowledge of SAGE     

 

Monthly tasks 

 

Task Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Finance and resource management 

Prepare budget monitoring reports     

Check that all accounting procedures are being followed, 
including that procedures for signing off purchases are 
being followed by all staff 

    

Reconcile all bank accounts and create cash flow forecast 
to share with Headteacher and governors     

Submit monthly VAT reclaim     

Process payments to suppliers, including monthly bills     

Prepare invoices for any goods and services provided by 
the school     

Post accruals, prepayments and other adjustments as 
required 

 
 

   

Close completed periods, after adjustments have been 
posted and reports produced     

Report any losses and submit insurance claims as 
required     

Review sources of fundraising and submit bids to grant-
giving bodies     

Liaise with local businesses for sponsorship     

Contact debtors with outstanding debts (including 
parents owing money)     

Submit insurance claims for long-term sickness and 
maternity cover     



Task 
Considerable 
experience 

Competent 
Requires 

development 
No 

Experience 

Premises 

Make sure health and safety checks and inspections have 
been carried out 

    

Make sure a record of checks have been made     

Review and update the premises hire schedule     

Review and update capital building programme and 
repairs/renovation schedule, ensuring work is on track to 
meet deadlines 

    

Human resources 

Make sure monthly payroll administration is completed 
and sent to payroll     

Advise staff on pension contributions     

Oversee staff contracts of employment     

Enter each month’s training sessions in CPD records     

Advertise support staff vacancies (as required)     

Process new support staff, including DBS checks, payroll 
starter forms and induction     

Monitor and maintain single central record data for all 
staff, volunteers, agency staff and contractors     

Administration 

Make sure policies have been reviewed according to 
review schedule     

 

 

 

 
 
 
 
 



 
 

Person Specification 

School Business Manager 

 

Qualifications 

 Accountancy qualification E 

 Degree or equivalent related professional qualification (qualifications below 
degree level will be considered if applicant demonstrates solid experience and 
evidence of continuous professional development). 

E 

 Recognised School Business Management Qualification or currently studying for 
such. 

E 

 

Knowledge & Understanding relevant to the job 

 Experience in producing reports and advising the supervisor / Headteacher and 
Governors / managers on the findings of projects / reviews.  

E 

 Experience of understanding complex financial information, managing budgets 
effectively and ensuring financial propriety with organisational procedures and 
current legislation.  

E 

 Experience of running ledgers E 

 Experience of project management, planning, managing and monitoring of work. E 

 Evidence of success in building and forming working relationships across 
professional and operational boundaries.  

E 

 Advanced computer literacy skills, especially in accounting methods, spread sheets 
and database software such as SIMS and SAGE 

E 

 Applied knowledge of Human Resources Management. D 

 Knowledge & understanding of Health & Safety legislation including risk 
assessment etc. 

E 

 

Skills & Abilities 

 Analytical skills - analyse complex data and information and use this to monitor 
and support activities to promote solutions.  

E 

 Produce clear, concise and accurate reports. E 

 Excellent written and verbal communication skills. E 

 Excellent ICT skills e.g. confident and adept in use of Microsoft applications e.g. 
Word, Excel.  

E 

 Develop and manage a variety of administrative systems.  D 



 Develop and maintain good relationships with a wide range of people, from 
parents and pupils to outside agencies.  

E 

 Good negotiation skills in order to negotiate contracts and solutions to problems. E 

 Maintain a high standard of performance whilst working to tight deadlines. E 

 Manage a diverse workload with conflicting deadlines. E 

 Manage and support staff and their professional development.  D 

 Evidence drive, enthusiasm and commitment in the achievement of business 
objectives.  

E 

 Secure funding through researching and applying for resources.  E 

 

Personal Qualities 

 Planned and organised approach to workload. E 

 Work accurately and methodically with attention to detail. E 

 Maintain absolute confidentiality and integrity. E 

 Think laterally and instigate new ideas and approaches. E 

 Positive “can do” approach to tasks. E 

 Keep calm in challenging situations. E 

 Excellent interpersonal skills. E 

 Committed to CPD. E 

 Understands the importance of policies for safeguarding children and young 
people. 

E 

 Professional in attitude and appearance. E 

 Committed to equality and diversity. E 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
Privacy Notice for Applicants: How we use your information 

 
 
What is a Privacy Notice?  
A Privacy Notice sets out to individuals how we use any personal information that we hold 
about them. We are required to publish this information by data protection legislation. This 
Privacy Notice explains how we process (collect, store, use and share) personal information 
about job applicants.  
 
What is Personal Information? 
Personal information relates to a living individual who can be identified from that information. 
Identification can be by the information alone or in conjunction with any other information in 
the data controller’s possession or likely to come into such possession.  
‘Special category’ personal information reveals racial or ethnic origin, political opinions, 
religious or philosophical beliefs, or trade union membership, and the processing of genetic 
data, biometric data for the purpose of uniquely identifying a natural person, data concerning 
health or data concerning a natural person's sex life or sexual orientation.  
 
What personal information do we process about applicants? 
The categories of applicant information that we collect, hold and share include: 
• The information you have provided on your application form, including name, title, 
address, telephone number, personal email address, date of birth, gender, teacher number, 
employment history, qualifications, subjects taught and other training and development 
activities. 
• Any test results which arise as part of this application process. 
• Information about your current level of remuneration, including benefit entitlements. 
• Information provided to us by your referees unless you have indicated otherwise on the 
application form. 
• Any academic qualifications  
• Information on documents provided for the purposes of proving identity e.g passports, 
driving licences, birth certificates, and bank statements and utility or other invoices used for 
proof of address 
 
Where you have named referees on your application form, we shall assume that they have 
consented to being approached by us. 
 
We may also collect, hold and share the following “special categories” of more sensitive 
personal information: 
information such as gender, age, ethnic group, religious belief, sexual orientation; 
Information about your health, including any medical condition, health and sickness records; 
Information about criminal records; 
Information about being barred from working with children or vulnerable people 
Any information you provide to us during an interview.  



 
 
How is your personal information collected?  
We collect personal information about candidates from the following sources: 
• You, the job applicant. 
• Disclosure and Barring Service in respect of criminal convictions and information about 
being barred from working with children or vulnerable people (once a job offer has been made). 
• From former employers (once a job offer has been made). 
 
For what purposes do we use applicants’ personal information?  
We will use your personal information to: 
• assess your skills, qualifications and suitability for the role 
• carry out background checks 
• communicate with you about the process 
• keep records 
• comply with legal or regulatory requirements 
• To make salary payments and pay over PAYE and NI on your behalf 
 
We need to process your personal data in order to decide whether to enter into a contract of 
employment with you. It is ultimately in our legitimate interests to process personal data during 
the recruitment process and for keeping records of this process. Actively managing this data 
allows the recruitment process to be efficient and adequately confirm your suitability for the 
job.  
 
If you fail to provide information when requested, which is necessary for us to consider your 
application (such as evidence of qualifications or work history), we will not be able to process 
your application successfully. 
 
Information about your disability status may be used in order to consider where reasonable 
adjustments need to be made during the recruitment process. 
 
Information about your age, gender, race or national or ethnic origin, religious beliefs and 
sexual orientation will be used to ensure meaningful equal opportunity monitoring and 
reporting. 
 
Collecting applicant information 
Whilst the majority of information you provide to us is mandatory, some of it is provided to us 
on a voluntary basis. In order to comply with the General Data Protection Regulation, we will 
inform you whether you are required to provide certain information to us or if you have a 
choice in this.  
 
Who might we share your information with?  
We may share applicant information with members of our staff and Governors, who are 
involved in the recruitment process, consultants/experts assisting with the interview process, 
HR providers, payroll providers (EPM) and managers who hold vacancies. 
 
Appropriate security measures have been put in place to prevent personal information being 
accidentally lost, used or accessed in an unauthorised way.  
 



We will not share your data with third parties, unless your application for employment is 
successful and an offer has been made. They will only process personal information on our 
instructions and are subject to a duty of confidentiality.  
 
Procedures are also in place deal with suspect data security breaches and you will be notified of 
a suspected breach where we have a legal obligation to do so. 
 
What do we do with your information?  
All personal information is held in a manner which is compliant with Data Protection legislation. 
Personal information is only processed for the purpose it was collected. Alcester Academy 
monitors the personal information it processes and will only share personal information with a 
third party if it has a legal basis to do so.  
 
How long do we keep your information for?  
In retaining personal information, Alcester Academy complies with the Retention Schedules 
provided by the Information Record Management Society. The schedules set out the Statutory 
Provisions under which Alcester Academy are required to retain the information.  
 
A copy of those schedules can be located using the following 
link:http://irms.org.uk/page/SchoolToolkit  
 
Transferring data internationally 
Where we transfer personal data to a country or territory outside the European Economic Area, 
we will do so in accordance with data protection law. 
 
What are your rights with respect of your personal information? 
Under data protection law, applicants have the right to request access to information about 
them that we hold. To make a request for your personal information contact the School Data 
Protection Officer at Warwickshire Legal Services via email at schooldpo@warwickshire.gov.uk 
or alternatively;  
 
School Data Protection Officer 
Warwickshire Legal Services  
Warwickshire County Council  
Shire Hall 
Market Square 
Warwick 
CV34 4RL 
**Please ensure you specify which School your request relates to.  
 
You also have the right to: 
• object to processing of personal data that is likely to cause, or is causing, damage or 

distress 
• prevent processing for the purpose of direct marketing 
• object to decisions being taken by automated means 
• in certain circumstances, have inaccurate personal data rectified, blocked, erased or 

destroyed; and 
• claim compensation for damages caused by a breach of the Data Protection regulations  
  

http://irms.org.uk/page/SchoolToolkit
http://irms.org.uk/page/SchoolToolkit


If you have a concern about the way we are collecting or using your personal data, you should 
raise your concern with us in the first instance or directly to the Information Commissioner’s 
Office at https://ico.org.uk/concerns/ 
 
October 2020 

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

