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Trust Ethos, Mission, Vision and Values   

 

The Trust believes in the transformational power of education for each individual and that 
this is enhanced through collaborative working between the academies.  
 

 

 

Working together, transforming lives 
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 Appendix: Freedom of Information Act Procedures 

 

Where the word ‘Trust’ is used in this document it refers to Archway Learning Trust.  
 
Where the word ‘Advisory Board’ is used it refers to the Academy Advisory Board (AAB) of an 
individual academy within the Trust.  
 
Where appropriate the AABs of individual academies will publish details of the procedures and 
practices to implement Trust policies.  
 
The term ‘Trust Executive Leadership Team’ (ELT) is comprised of the Chief Executive Officer, 
Director of Education, Regional Director, Chief Finance Officer, Corporate Services Director , Director 
of Operations, and Director of People Strategy.  
 
Where the word ‘users’ is used it refers to staff, future staff issued with ICT access and/or hardware, 
AAB members, volunteers and regular visitors.  
 
Where the phrase ‘Senior Leader’ is used, this refers to the ELT, Principals, Headteachers or Business 
Services Director within the Trust. 
 
Where the phrase ‘Principal’ is used, this also refers to Headteachers.  
 



4 

Related Policies and Procedures  

• Charging Policy 
• Health, Safety and Security Policy 
• ICT Acceptable Use Policy 
• Privacy Notices  
• Publication Scheme 
• Records Management – Retention & Destruction Policy  
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1. Policy Statement 

 This policy applies to all statutory records, organisational records and personal data held by 
Archway Learning Trust. It encompasses paper records, data held on computer and 
associated equipment, including CCTV, of whatever type and at whatever location, used by 
or on behalf of the Trust.  

 The Trust is committed to being transparent about how it collects and uses data from staff, 
students, parents and visitors, and to meeting its data protection obligations. 

 The obligations outlined in this policy apply to all those who have access to personal data, 
whether they are employees, AAB members, employees of associated organisations or 
temporary staff. 

 

2. Scope and Principles  

 The Trust processes personal data in accordance with the following protection principles: 

2.1.1. The Trust processes personal data lawfully, fairly and in a transparent manner. 

2.1.2. The Trust collects personal data only for specified, explicit and legitimate purposes. 

2.1.3. The Trust processes personal data only where it is adequate, relevant and limited to 
what is necessary for the purpose of processing. 

2.1.4. The Trust keeps accurate personal data and takes all reasonable steps to ensure that 
inaccurate personal data is rectified or deleted without delay.  The Trust will update 
personal data promptly if an individual advises that his/her information has changed or is 
inaccurate. 

2.1.5. The Trust keeps personal data only for the period necessary for processing. 

2.1.6. The Trust adopts appropriate measures to make sure that personal data is secure 
and protected against unauthorised or unlawful processing, and accidental loss, destruction 
or damage. 

 The Trust tells individuals the reasons for processing their personal data, how it uses such 
data and the legal basis for processing in its privacy notices.  It will not process personal data 
of individuals for other reasons. 

 Special Category information (including information relating to race or ethnic origin, political 
opinions, religious or philosophical beliefs, trade union membership, physical or mental 
health, sexual orientation, biometric data for purposes of identifying a natural person) is 
given special protection, and additional safeguards apply if this information is to be collected 
or used. 

 Personal data gathered for staff and students is held in the individual’s personal file and on 
MIS systems.  The Trust keeps a record of its processing activities for staff and students in 
accordance with the requirements of the General Data Protection Regulation (GDPR). 

 The Trust may hold personal information in relation to other individuals who have contact 
with the academies, such as volunteers and guests.  Such information shall be held only in 
accordance with the data protection principles and shall not be kept longer than necessary. 
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3. Data Protection Officer 

 We are required to appoint a Data Protection Officer (“DPO”). Our DPO can be contacted at 
DPO@archwaytrust.co.uk.  

 The DPO is responsible for ensuring compliance with the data protection legislation and with 
this policy. Any questions about the operation of this policy or any concerns that the policy 
has not been followed should be referred in the first instance to the DPO.  

 The DPO is also the central point of contact for all data subjects and others in relation to 
matters of data protection. Our network of academy-based DPLs (data protection leads) 
work closely with the DPO and individual academy queries should first be raised with the 
appropriate DPL. 

4. Conditions of processing 

 The individual has given consent that is specific to the particular type of processing activity, 
and that consent is informed, unambiguous and freely given. 

 The processing is necessary for the performance of a contract, to which the individual is a 
party, or is necessary for the purpose of taking steps with regards to entering into a contract 
with the individual, at their request. 

 The processing is necessary to comply with a legal obligation that we are subject to, (e.g. the 
Education Act 2011). 

 The processing is necessary to protect the vital interests of the individual or another. 

 The processing is necessary for the performance of a task carried out in the public interest, 
or in the exercise of official authority vested in the Trust. 

 The processing is necessary for a legitimate interest of the Trust or that of a third party, 
except where this interest is overridden by the rights and freedoms of the individual 
concerned. 

 When special category personal data is being processed then an additional legal ground 
must apply to that processing. We will normally only process special category personal data 
on the following legal basis:  

 Where the processing is necessary for employment law purposes, for example in relation to 
sickness absence.  

 Where the processing is necessary for reasons of substantial public interest, for example for 
the purposes of equality of opportunity and treatment.  

 Where the processing is necessary for health or social care purposes, for example in relation 
to pupils with medical conditions or disabilities 

 Where none of the above apply then we will seek the consent of the data subject to the 
processing of their special category personal data 

 

 

 



7 

Vital Interests  

 There may be circumstances where it is considered necessary to process personal data or 
special category personal data in order to protect the vital interests of a data subject. This 
might include medical emergencies where the data subject is not in a position to give 
consent to the processing. We believe that this will only occur in very specific and limited 
circumstances. In such circumstances we would usually seek to consult with the DPO in 
advance, although there may be emergency situations where this does not occur. 

Consent 

 Where none of the other bases for processing set out above apply then we will seek the 
consent of the data subject before processing any personal data for any purpose.  

 There are strict legal requirements in relation to the form of consent that must be obtained 
from data subjects. 

 When pupils and or our workforce join the Trust, a consent form will be required to be 
completed in relation to them. This consent form deals with the taking and use of 
photographs and videos of them, amongst other things. Where appropriate third parties 
may also be required to complete a consent form.  

 In relation to all pupils under the age of 13 years old we will seek consent from an individual 
with parental responsibility for that pupil.  

 We will generally seek consent directly from a pupil who has reached the age of 13. 
However, we recognise that this may not be appropriate in certain circumstances and 
therefore may be required to seek consent from and individual with parental responsibility.  

 If consent is required for any other processing of personal data of any data subject then the 
form of this consent will  

4.18.1  Inform the data subject of exactly what we intend to do with their personal data  

4.18.2  Require them to positively confirm that they consent – we cannot ask them to opt 
out rather than opt-in  

4.18.3 Inform the data subject of how they can withdraw their consent.  

 Any consent must be freely given, which means that we cannot make the provision of any 
goods or services or other matter conditional on a data subject giving their consent.  

 A record must always be kept of any consent, including how it was obtained and when 

5. Individual Rights 

 As a data subject, individuals have a number of rights in relation to their personal data: 

5.1.1 Subject Access Requests (SAR) 
Individuals have the right to make a subject access request.  If an individual makes a subject 
access request the request will be considered and responded to in accordance with data 
protection law.  
 
5.1.2 We will usually deal with a SAR free of charge. Where a request is considered to be 
manifestly unfounded or excessive a fee may be requested. Alternatively, we may refuse to 
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respond to the request. If a request is considered to be manifestly unfounded or 
unreasonable we will inform the requester, why this is considered to be the case.  

A fee may also be requested in relation to repeat requests for copies of the same 
information. In these circumstances a reasonable fee will be charged taking into account the 
administrative costs of providing the information.  

Time period for responding to SAR We will respond to a SAR within one calendar month. This 
period will run from the later of  

• the date of the request  
• the date when any additional identification (or other) information requested is 
received  
• payment of any required fee.  
 

In circumstances where we are in any reasonable doubt as to the identity of the requester, 
this period will not commence unless and until sufficient information has been provided by 
the requester as to their identity, and in the case of a third party requester the written 
authorisation of the data subject has been received (see below in relation to sharing 
information with third parties).  

The period for response may be extended by a further two calendar months in relation to 
complex requests. What constitutes a complex request will depend on the particular nature 
of the request. 

5.1.3 Other rights 
Individuals have a number of other rights in relation to their data.  They can require the 
Trust to: 

 Stop processing or delete data that is no longer necessary for the purposes of 
processing or if the processing is unlawful. 

 Rectify data. 

 Stop processing or erase data if the individual’s interests override the Trust’s 
legitimate grounds for processing data. 

 Stop processing data for a period if data is inaccurate or if there is a dispute about 
whether or not the individual’s interests override the organisation’s legitimate 
grounds for processing data. 

 
 

6. Security of personal data 

 The Trust will take reasonable steps to ensure that members of staff will only have access to 
personal data where it is necessary for them to carry out their duties.  All staff will be made 
aware of this policy and their duties under GDPR.  The Trust will take all reasonable steps to 
ensure that all personal information is held securely and is not accessible to unauthorised 
persons. 

7. Data breaches 

 If the Trust discovers that there has been a breach of personal data that poses a risk to the 
rights and freedoms of individuals, it will report it to the Information Commissioner’s Office 
(ICO) within 72 hours of discovery.  The Trust will record all data breaches regardless of their 
effect. 
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 If the breach is likely to result in a high risk to the rights and freedoms of individuals, it will 
tell affected individuals that there has been a breach and provide them with information 
about its likely consequences and the mitigation measures it has taken. 

8. International Data transfers 

 The Trust will not normally transfer personal data to countries outside the European 
Economic Area (EEA). 

 Personal data may be transferred to countries outside the EEA on rare occasions.  Any such 
data transfers shall be made to the data host on the basis of a legally binding contract. 

9. Individual responsibilities 

 Individuals are responsible for helping the Trust keep their personal data up to date.  
Individuals should let the Trust or individual academy within the Trust know if data provided 
changes. 

 Individuals may have access to the personal data of other individuals in the course of their 
employment or contract with the trust.  Where this is the case the Trust relies on individuals 
to help meet its data protection obligations to staff and students.  Individuals who have 
access to personal data are required: 

9.2.1. to access only data that they have authority to access and only for authorised 
purposes; 

9.2.2. not to disclose data except to individuals (whether inside or outside the Trust) who 
have appropriate authorisation; 

9.2.3. not to remove personal data, or devices containing or that can be used to access 
personal data, from the Trust’s premises without adopting appropriate security 
measures (such as encryption or password protection) to secure the data and the 
device; 

9.2.4. not to store personal data on local drives or on personal devices that are used for 
work purposes. 

10. Training 

 The Trust will provide guidance to all individuals about their data protection responsibilities.  
Data handlers will be provided with training as part of their induction and every 3 years 
thereafter. 

11. Freedom of Information (FOI) 

 As a public authority, the Trust is committed to complying with the Freedom of Information 
Act 2000 (FOIA) and the principles of accountability and the general right of access to 
information, subject to legal exemptions. 

 The information which the Trust routinely makes available to the public is included in the 
Trust’s FOI Publication Scheme. Requests for other information are dealt with in accordance 
with statutory guidance. While the Act assumes openness, it recognises that certain 
information is sensitive. There are exemptions to protect this information. 

 The Publication Scheme and the materials it covers will be readily available from the Trust’s 
website. 
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 The Trust will respond to all requests in accordance with the procedures in the Appendix  
and will ensure that its staff are aware of the procedures.  The Trust will respond to all 
requests within 20 working days of the date of receipt of the request.  For the Trust, a 
“working day” is one in which students are in attendance.  The time to respond to a request 
is subject to an absolute limit of 60 calendar days. 

 Certain information is subject to either absolute or qualified exemptions. The exemptions 
are listed in the Appendix. When the Trust wishes to apply a qualified exemption to a 
request, it will invoke the public interest test procedures to determine if public interest in 
applying the exemption outweighs the public interest in disclosing the information. 

 The Trust will maintain a register of all requests including where it has refused to supply 
information, and the reasons for the refusal. The register will be retained for five years from 
the date of the request. 

 The Board of Trustees reserves the right to charge a fee for complying with requests for 
information under FOI, other than information available through its website. The fees are 
according to FOIA regulations and the enquirer will be asked for payment of the charge 
before the information is supplied. 
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Appendix: Freedom of Information Act Procedures 

Under the Freedom of Information Act 2000, any person has a legal right to ask for access to 
information held by Archway Learning Trust. They are entitled to be told whether the Trust holds the 
information, and to receive a copy, subject to certain exemptions. The Trust is under a duty to provide 
advice and assistance to individuals making requests under the FOIA. 
 
The Act is fully retrospective, so that any past records which the Trust holds are covered by the Act. 
The Trust has a Retention Schedule based on the schedule recommended by the Information & 
Records Management Society of Great Britain, which guides the Trust as to how long it should keep 
records.  

 
Requests received under the FOIA could be addressed to anyone employed by the Trust. However, 
all requests for information received should be referred to the Director of Corporate Services who 
will decide firstly if the request is an FOIA request and secondly how it is to be dealt with and by 
whom.  Staff need to be aware of the process for dealing with requests. Requests must be made in 
writing (which can include email), and should include the enquirer’s name and correspondence 
address, and state what information they require. They do not have to mention the Act, nor do they 
have to say why they want the information.  

There is a duty to respond to all requests, telling the enquirer whether or not the information is held, 
and supplying any information that is held, except where exemptions apply. There is no need to 
create information which doesn’t exist in order to respond to an enquiry, although gathering 
information from multiple sources should not be discounted. There is a time limit of 20 working days 
for responding to the request. 

 

1. Complaints 

If the Trust receives any complaints in relation to requests made under the FOIA, they will be dealt 
with by the Chief Executive Officer (CEO). They will investigate promptly the basis of the complaint, 
including discussion with the complainant. They will investigate fully how the request has been dealt 
with and decide whether they agree with the information given or, if the request has been refused, 
the basis on which refusal has been made. The outcome of the CEO’s review will be communicated to 
the complainant within 20 working days. 
 
If, after investigation, the original reply to the request is unchanged, the complainant will be informed 
of their right to appeal to the Information Commissioner’s Office. 
 
Appeals should be made in writing to the Information Commissioner’s Office at: 
FOI/EIR Complaints Resolution, 
Information Commissioner’s Office 
Wycliffe House, 
Water Lane, 
Wilmslow, Cheshire, 
SK9 5AF 
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2. Records 

The following records are kept under the control of the Corporate Services Director (CSD). 
 
 

Record Minimum 
retention time  

Disposal authority 

Register of Requests Five Years CSD 

Original Written Requests Five Years CSD 

Response to Requests Five Years CSD 

Correspondence Related to Freedom 
of Information Requests 

Five Years CSD 

 

 



13 

3. Procedure for dealing with requests 

Process maps 

 

Note: Verbal requests for information which fall under the Environmental Information Regulations 
will be accepted. However, enquirers will be asked to put them in writing if their request is unclear. 
Requests under the DPA and FOIA must be in writing.  



14 

Procedure for dealing with requests 
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4. Is this a valid FOI request for information? 

An FOI request should: 

 be in writing, including email or fax; 

 state the enquirer’s name and correspondence address (email addresses are sufficient); 

 describe the information requested – there must be enough information to be able to identify 

and locate the information; and 

 not be covered by one of the other pieces of legislation. 

 

5. Is the request vexatious or manifestly unreasonable or repeated? 

The Act states that there is no obligation to comply with vexatious requests. This is taken to mean a 

request which is designed to cause inconvenience, harassment, or expense, rather than to obtain 

information, and would require substantial diversion of resources or would otherwise undermine the 

work of the Trust.  

 

The Trust does not have to comply with repeated identical or substantially similar requests from the 

same applicant unless a reasonable interval has elapsed between requests. 

 

6. Could a third party’s interests be affected by disclosure? 

Consultation of third parties may be required if their interests could be affected by the release of the 

information, and any such consultation may influence the decision. The Trust does not need to consult 

where it is not going to disclose the information because it is applying an exemption. 

Consultation will be necessary where: 

 

 disclosure of information may affect the legal rights of a third party, such as the right to have 

certain information treated in confidence or rights under Article 8 of the European Convention 

on Human Rights; 

 the views of the third party may assist the Trust to determine if information is exempt from 

disclosure; or 

 the views of the third party may assist the Trust to determine the public interest. 

 

7. Is the request for personal information about the applicant? 

Personal information requested by the subject of that information is exempt under the FOI Act as such 

information is covered by the GDPR legislation. Individuals must make a ‘subject access request’ under 

the GDPR legislation if they wish to access information about themselves. 

 

8. Do the details requested contain personal information? 

Personal information requested by third parties is also exempt under the FOI where release of that 

information would breach the GDPR legislation. If a request is made for a document which contains 

personal information whose release to a third party would breach the GDPR legislation, the document 

may be issued by blanking out the relevant personal information. 

 

The procedure for redaction, or blocking out information, is to mask the passages which are not to be 

disclosed and then photocopy the document. Annotate in the margin against each blank passage the 



16 

exemption and section of the Act under which the passage is exempt. Explain in the covering letter 

that the relevant exemptions are marked in the attachments and in the case of non-absolute 

exemptions, how the public interest test has been considered. 

 

Under no circumstances should the document be rewritten, so that the resulting document appears 

as though it does not contain the exempted passage. 

 

9. What is the cost of providing the information requested? 

There is an exemption from the Trust’s obligation to comply with a request for information where the 

cost of compliance is estimated to exceed the cost limit (currently £450). The first step therefore is to 

determine if the cost limit would be exceeded. Staff costs should be calculated at £25 per hour, 

regardless of which staff member would be undertaking the work. This means that the cost limit will 

be exceeded if more than 18 man hours would be expended. The Trust can take account of the time 

it takes to determine if the information is held, the time to locate and retrieve the information and 

extract the information from other documents. The Trust cannot take into account the time involved 

in determining whether the information is exempt. 

 

10. Is there a time limit for replying to the enquirer? 

Compliance with a request must be prompt and within the prescribed limit of 20 working days of the 

date of receipt, disregarding any working day that, in relation to the Academy, is not a school day.  

Failure to comply may result in a complaint to the Information Commissioner. The response time starts 

from the time the request is received. Where the enquirer has been asked for more information, the 

start time begins when this further information has been received. 

 

If a qualified exemption applies and the Trust needs more time to consider the public interest test, it 

will reply within the prescribed limit stating that an exemption applies but include an estimate of the 

date by which a decision on the public interest test will be made. This should be within a “reasonable” 

time – in practice, it is recommended by the Department for Education that normally this should be 

within 10 working days. 

 

Where the Trust has notified the enquirer that a charge is to be made, the time period stops until 

payment is received and then resumes once payment has been received. 

 

11. What action is required to refuse a request? 

If it is decided to refuse a request, a refusal notice will be sent, which must contain: 

 

a) the fact that the responsible person cannot provide the information asked for; 

b) which exemption the Trust is claiming to apply; 

c) why the exemption applies to this enquiry if it is not self-evident; 

d) the reasons for refusal if based on cost of compliance; 

e) in the case of non-absolute exemptions, how the Trust has applied the public interest test, 

specifying the public interest factors taken into account before reaching the decision; 

f) reasons for refusal on vexatious or repeated grounds; 

g) details of the internal complaints procedure. 
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12. What does the Trust do if someone asks a follow up question? 

If an applicant requests a follow up question this is treated as a new request. 

 

13. What does the Trust do if someone appeals? 

Any written expression of dissatisfaction (including email) – even if it does not specifically seek a 

review – should be forwarded to the CEO. She will conduct a review of how the request has been dealt 

with and of the information provided or, if the request has been refused, of the reasons for refusal. 

The results of the CEO’s review should be communicated to the enquirer within 20 working days. The 

Trust will maintain records of all complaints and their outcomes. 

 

When the original request has been reviewed and the outcome is that the information should be 

disclosed this should be done as soon as practicable. When the outcome is that procedures within the 

Trust have not been properly followed, the Trust will review procedures to prevent any recurrence. 

When the outcome upholds the Trust’s original decision or action, the applicant will be informed of 

their right to appeal to the Information Commissioner. The appeal should be made in writing to: 

FOI Compliance Team (Complaints),  

Wycliffe House,  

Water Lane, 

Wilmslow,  

Cheshire, SK9 5AF 

 

14.   Exemptions 

There are two general categories of exemptions: 

 

 Absolute – where there is no requirement to confirm or deny that the information is held, 

disclose the information or consider the public interest test, and 

 Qualified – where, even if an exemption applies, there is a duty to consider the public interest 

in disclosing information. 

 

The absolute exemptions which might be relevant to the Trust are laid out below: 

 

 Information accessible to the enquirer by other means (section 21) – If information is 

reasonably accessible to the applicant by another route than the Act, it is exempt information. 

This is the case even if the enquirer would have to pay for the information under the 

alternative route. This exemption includes cases where it is required to give information under 

other legislation, or where the information is available via the Publication Scheme. 

 Personal information (section 40) – Where the enquirers ask to see information about 

themselves, this is exempt under the Act because it is covered by the GDPR legislation. 

 Information provided in confidence (section 41) – This relates to information obtained from a 

person if its disclosure would constitute a breach of confidence actionable by that, or another, 

person. 

 Prohibitions on disclosure (section 44) – Information is exempt where its disclosure is 

prohibited under any other legislation by order of a court or where it would constitute a 

contempt of court or where it is incompatible with any EC obligation. 
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The qualified exemptions which might be relevant to the Trust are laid out below: 

 

 Information available by other means (section 21) – Information is exempt from the right of 

access under the FOIA if that information is reasonably accessible to the applicant by other 

means. 

 Information intended for future publication (section 22) – If, at the time the request was made, 

information is held with a view to publication, then it is exempt from disclosure if it is reasonable 

that it should not be disclosed until the intended publication date. This could apply to statistics 

published at set intervals, statutory accounts, and similar information. 

 Investigations and proceedings conducted by public authorities (section 30) – Information is 

exempt if it has at any time been held by the Trust for the purposes of criminal investigations 

or proceedings, such as determining whether a person should be charged with an offence or 

whether a charged person is guilty, or investigations which may lead to a decision to institute 

criminal proceedings. The duty to confirm or deny does not apply to such information. 

 Law enforcement (section 31) – Information which is not exempt under Section 30 may be 

exempt under this exemption in the event that disclosure would, or would be likely to, prejudice 

the following among others: 

o The prevention or detection of crime. 

o The apprehension or prosecution of offenders. 

o The administration of justice. 

o The exercise of functions such as ascertaining if a person has broken the law, is responsible 

for improper conduct, whether circumstances justify regulatory action, ascertaining a 

person’s fitness or competence in relation to their profession, ascertaining the cause of an 

accident or protecting or recovering charities or its properties.  

o Any civil proceedings brought by or on behalf of the Trust which arise out of an 

investigation carried out for any of the purposes mentioned above. 

o The duty to confirm or deny does not arise where prejudice would result to any of these 

matters. 

 Health and Safety (section 38) – Information is exempt if its disclosure would or would be likely 

to endanger the safety or physical or mental health of any individual. The duty to confirm or 

deny does not arise where prejudice would result. 

 Environmental information (section 39) – Information is exempt under FOIA when it is covered 

by the Environmental Information Regulations.  

 Personal information (section 40) – Where the information concerns a third party, it is exempt 

if its disclosure would contravene the GDPR legislation, or the data protection principles; or if 

the person to whom the information relates would not have a right of access to it because it 

falls under one of the exemptions to the GDPR legislation. The duty to confirm or deny does not 

arise in relation to this information if doing so would be incompatible with any of the above. 

 Legal professional privilege (section 42) – Legal professional privilege covers any advice given 

by legal advisers, solicitors or barristers. Generally such information will be privileged. If the 

Trust wishes to disclose the information, it will need to seek consent from the provider of the 

advice. This exemption covers all such information where a claim to legal professional privilege 
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can be maintained in legal proceedings. The duty to confirm or deny does not arise where to do 

so would involve the disclosure of such information.  

 Commercial interests (section 43) – Information is exempt if it constitutes a trade secret or 

would be likely to prejudice the commercial interests of any person or body, including the Trust. 

The duty to confirm or deny does not arise where prejudice would result to commercial 

interests but not where the information constitutes a trade secret.  

 

15. Applying the Public Interest Test  

Factors that might be taken into account when weighing the public interest include: 

 

For Disclosure  Against Disclosure 

Is disclosure likely to increase access to 

information held by the Trust? 

Is disclosure likely to distort public reporting or 

be misleading because it is incomplete? 

Is disclosure likely to give the reasons for a 

decision or allow individuals to understand 

decisions affecting their lives or assist them in 

challenging those decisions? 

Is premature disclosure likely to prejudice fair 

scrutiny, or release sensitive issues still on the 

internal agenda or evolving? 

Is disclosure likely to improve the accountability 

and transparency of the Trust in the use of 

public funds and help to show that it obtains 

value for money? 

Is disclosure likely to cause unnecessary public 

alarm on confusion? 

Is disclosure likely to contribute to public 

debate and assist the understanding of existing 

or proposed policy?  

Is disclosure likely to seriously jeopardise the 

Trust’s legal or contractual position? 

Is disclosure likely to increase public 

participation in decision making? 

Is disclosure likely to infringe upon other 

legislation e.g. GDPR legislation? 

Is disclosure likely to increase public 

participation in the political processes in 

general? 

Is disclosure likely to create a controversial 

precedent on the release of information or 

impair our ability to obtain information in the 

future? 

Is disclosure likely to bring to light information 

affecting public safety? 

Is disclosure likely to adversely affect the Trust’s 

proper functioning and discourage openness in 

expressing opinions? 

Is disclosure likely to reduce further enquiries 

on the topic? 

If a large amount of information on the topic 

has already been made available, would further 

disclosure shed any more light or serve any 

useful purpose? 

 

The Trust will record the answers to these questions and the reasons for these answers. Deciding on 

the public interest is not simply a matter of adding up the number of relevant factors on each side. 

The Trust will decide how important each factor is in the circumstances and make an overall 

assessment.  

 



 

 

 

COVER LETTER: 

COVID-19 ADDENDUM to the ALT Data Protection FOI Policy 

 

This document (from page 2) is designed to append ALT’s Data Protection FOI Policy due to the need 

to promote openness and transparency around our approach on providing information on the 

issuing of student grades this year. This has been actioned as a result of students not sitting exams 

this year and their results being awarded on Teacher Assessed Grades (TAGS). 

There is a potential for the Trust to receive an influx of Subject Access Requests following exam 

results being issued and thus transparency in the form of this Policy addendum is in both the public 

interest as well as Archway Learning Trust’s own interests as it will provide guidance to individuals 

who may wish to obtain information about their/their child’s results. 
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Teacher Assessed Grade (TAG) Requests for Information 

1 Purpose and scope of this policy  

1.1  The purpose of this policy addendum is to provide clarity around our approach to issuing 

information relating to the award of grades for GCSEs, AS and A levels and vocational 

qualifications during the Covid-19 pandemic in summer 2021.  

1.2         This year’s results will be published by exam boards in August 2021, based upon Teacher 
Assessed Grades provided by the academy as per the ALT procedure for Determining Teacher 
Assessed Grades, Summer 2021. 

1.3          Students are entitled to request access to additional information relating to their exam grade 
under the provision of the UK General Data Protection Regulation (UK GDPR 2018). This 
addendum aims to explain our approach for the provision of this additional information.  

1.4  We will ensure that all students understand the principles of this policy by including the text 

provided in Appendix 1 of this addendum in our results day communications.  

1.5  The Trust’s Data Development Lead and Data Protection Leads will be charged with ensuring 

this policy is understood by all staff and applied consistently.  

2 What information may students request and how will we deal with this?  

2.1 We will make provision for all students to receive their final awarded grade on the 

relevant ‘results day’. This will be managed within individual academies in the usual 

way.  

2.2 In addition to these final grades, we anticipate that some students will also wish to 

see:  

2.2.1 Marks and grades awarded for individual pieces of assessment evidence 
used to inform the Teacher Assessed Grade 

2.2.2 Details related to grade boundaries applied to the marks awarded on mock 
examination papers 

2.2.3 Weightings applied to multiple assessments, aggregated to inform holistic 
grading decisions 

2.2.4 information relating to how the TAG was determined 
 

2.3 For any student who requests to see their TAG and any supporting data, we will 

make this information freely available to them where appropriate or in electronic or 

physical format upon request once the embargo has lifted (date to be published by 

JCQ on the corresponding results day). There will be no need to submit a formal 

SAR to receive this information. When providing the TAG’s we will also offer to 

discuss with the student the reasons behind the determination of the TAG. We will 

keep a record of all those students who have been provided with their TAG and 

supporting information, where this is not already available on Go4S. For schools 

using SIMS (Tracking and Monitoring Achievement), information will be exported by 

the appropriate Data manager and presented to students upon request via the 

academy’s exam mailbox provided in Appendix 1. 

2.4 Where our academies rely upon the local storage of TAG data via use of 

spreadsheets we must ensure effective record management and security processes 

as well as designate an appropriate Data Protection lead at the local level to retrieve 

and provide this information in response to requests for personal information. 



2.5 If a student requests to see additional information (beyond the TAG and details of 

marks and assessments used to inform the TAG), then we will treat such requests as 

formal Subject Access Requests as referred in 5.1 of ALT’s Data Protection FOI Policy 

under the provisions of the UK GDPR and they will need to be responded to in 

accordance with Data Protection legislation. The information will, in most 

circumstances, be provided within one calendar month of our having received the 

request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 1 – Communication with students  

Due to the unusual way in which grades are awarded this summer, we understand you may be 

interested in seeking additional information from us. We will provide you with details of your 

Teacher Assessed Grade / marked Assessments used to inform your TAG. You do not need to submit 

a formal request for this information – please request the information via your school’s mailbox as 

detailed below and a Data lead will provide it to you to discuss your published final grades.  

 Aspley baaexams@bluecoat.uk.com  

 Beechdale bbaexams@bluecoatbeechdale.uk.com  

 Wollaton bwaexams@bluecoat.uk.com  

 Emmanuel nes-exams@emmanuel.nottingham.sch.uk  

 Long Eaton loe-exams@longeaton.derbyshire.sch.uk    

 Lees Brook leb-exams@leesbrook.co.uk     

 Merrill ma-exams@merrillacademy.derby.sch.uk  
 

If you wish to see personal information outside of the scope of TAG data, you should tell 

our Data lead what you would like to see and they will ensure your request is responded to 

in line with our Policy regarding the handling of Subject Access Requests. For further 

information about how you can access your personal data please refer to the “ALT Data 

Protection FOI Policy” viewed at https://www.archwaytrust.co.uk/about-us/policies/. If 

you require a hard copy please get in touch and we will provide assistance. 
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