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THIS POLICY APPLIES TO THE HOPE SENTAMU LEARNING TRUST BOARD, THE CENTRAL TEAM,
AND ALL TRUST SCHOOL






October 2023 Whole policy Updated inline with the new Scheme of Delegation

June 2024 3 Statement of Intent - wording updated

1 - Legal Framework - updated inline with
June 2024 4


mailto:dpo@hslt.academy

This document sets out the Hope Sentamu Learning Trust (HSLT) policy for responding to
(SAS



1.1. This policy has due regard to all relevant and and including, but not
limited to, the following:

UK General Data Protection Regulation (UK GDPR)
Data ®rotection Act (DPA) 2018
Freedom of Information Act 2000

Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations
2004

DfE (8023) ‘Data Protection in Schools’

1.2.  This policy has due regard to including, but not limited to, the following:

Subjexct Access Code of Practice

1.3. This policy operates in conjunction with the following policies and procedures:

Data ®rotection (UK GDPR) Policy
Complaints Policy and Procedure
Freedom of Information (FOI) Policy
Subject Access Request (SAR) Procedures

2.1. The nominated is responsible for:

2.2. The

2.3. The

Updasing the Deputy DPO via email throughout the lifecycle of the SAR
Liaisimg with appropriate school/academy staff to collate information requested in any SARs

Redaeting any information requested and ensuring this is reviewed by the Deputy DPO prior to its
release

(Deputy DPO) is responsible for:

Beingthe main point of contact for SARs received by the Trust and liaising with the requestor to
confirm receipt of a SAR and to securely release the requested information upon completion

Keepwmng an auditable trail/register of all SARs reported across the Trust and assigning a reference
to each SAR to ensure this information is tracked appropriately

Confieming the deadline for SARs to the nominated GDPR Representative

Havirwg regular contact with nominated GDPR Representatives and school/academy staff to ensure
their awareness of the work required and expected timescales for completion

Checling any redactions and making required suggestions prior to information being disclosed
Completing redactions for large SARS, on occasion, to ensure statutory deadlines are met

Liaisimg with the Information Commissioner’s Office (ICO) or seeking legal advice on behalf of the
schools/academies where required

Creat#ng GDPR reports on a half termly basis for the DPO to maintain oversight of SARs alongside
other GDPR requests or areas of concern

is responsible for:
Provimg final validation of redactions prior to information being disclosed externally
Providing support to the Compliance Officer where required
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3.2.2. Personal data includes basic information (such as a person’s hame, address,
number, etc) as well as which includes more sensitive da
information relating to personal beliefs, health, gender or biometric information, etc.

4.1. The Trust and its schools/academies control and process large volumes of personal data re
stakeholders. Everyone is entitled to submit a request for access to the personal data held abou
In cases where the Trust is a Data Processor rather than a Data Controller, the Trust will provide
explanation of why they are not able to provide the requested information and will signpost t
subject to the appropriate body. .
4.2. The Trust may receive requests for personal data which refer to the Freedom of Information Ac
! these requests will be processed in accordance with this policy and the Trust%jd)notify the requ
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4.3. As a Multi-Academy Trust, our schools/academies are not expected to adhere to the Education (Pupil
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6.2. Requests should be sent to the nominated
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Indexsystems - names, addresses, other details

cc



Redaet phone numbers

Redaet references to an individual's gender if that could lead to them being
identified

Redaet personal descriptions which may lead to a person being identified. E.g. a
description of someone as a brown-haired


https://hslt.academy/our-policies/
mailto:enquiries@ico.gsi.gov.uk
https://ico.org.uk

Following receipt of a SAR, the ( ) will issue an initial response on behalf of the
school/academy:

To: Data Subject(s) or their representative(s)
CC: GDPR Rep
Subject: Subjects
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