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Introduction
We collect and use personal information about staff, students, parents and other individuals who
come into contact with the Trust. This information is processed in order to enable us to provide
education and other associated functions. In addition, there is a legal requirement for us to process
personal information to ensure that we comply with statutory obligations. This policy will set the
framework for how we comply with legislation around data protection. It also details the following
information:
 Appendix A: Accessing Information
 Appendix B: Publishing Information
 Appendix C: CCTV Statement
In respect of IT, we operate an Acceptable Usage Policy and sanctions are taken should it become
necessary, this may include disciplinary action. Staff are aware of their responsibility to report any
concerns, malfunctions or suspected system weaknesses to the relevant IT professional as quickly
as possible. Recovery is carried out only by appropriately trained and experienced staff. Staff are
made aware that they should not, under any circumstances, attempt to prove a suspected security
weakness as this could be interpreted as potential misuse of the system.
Physical security is controlled by conventional means including a high level of awareness and
observation from all members of the school community, clear identity via uniforms and ID cards,
and restricted access via keys to areas where sensitive information is held. We also operate a
CCTV system at some of our sites, details of which can be found within the appendix.

The Trust has a duty, as the Data Controller, to keep detailed records of data processing activities
which contain:


Name and details of the organisation (and where applicable, of other controllers, any
representative and data protection officer).



Purposes of the processing.



Description of the categories of individuals and categories of personal data.



Categories of recipients of personal data.



Details of transfers to third countries including documentation of the transfer
mechanism safeguards in place.



Retention schedules.



Description of technical and organisational security measures.

These records must be made available to the Information Commissioner's Office (ICO) upon
request. On an annual basis, we will register with and pay relevant fees to the ICO.

1. Purpose
This policy is intended to ensure that personal information is dealt with correctly and securely and in
accordance with the Data Protection Act and General Data Protection Regulations (GDPR). It will
apply to personal information regardless of the way it is collected, used, recorded, stored and
destroyed and irrespective of whether it is held in paper files or electronically.
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All staff involved with the collection, processing and disclosure of personal data must be aware of
their duties and responsibilities by adhering to these guidelines and must attend regular training to
ensure compliance with their responsibilities.

2. Key principles
Personal information or data is defined as any information relating to an identifiable living person
who can be directly or indirectly identified by reference to an identifier held by the Trust.
Data Protection Principles; there are six enforceable principles contained in Article 5 of the General
Data Protection Regulations. They are key to compliance and we will endeavour to ensure that they
are adhered to at all times. The responsibility for adherence to the principles is the responsibilities
of all staff.
Principle 1 – Personal data shall be processed lawfully, fairly and in a transparent manner in
relation to individuals.
Principle 2 – Personal data shall be collected for specified, explicit and legitimate purposes
and not further processed in a manner that is incompatible with those purposes.
Principle 3 – Personal data shall be adequate, relevant and limited to what is necessary.
Principle 4 – Personal data shall be accurate and where necessary, kept up to date. Steps
must be taken to ensure that personal data that are inaccurate are erased or rectified without
delay.
Principle 5 - Personal data shall be kept in a form which permits identification of data subjects
for no longer than is necessary for the purposes for which the personal data is processed.
Principle 6 - Personal data shall be processed in a manner that ensures appropriate security,
including protection against unauthorised or unlawful processing and against accidental loss,
destruction or damage.
To ensure compliance with the above principles we will:
(a) Maintain an information asset register that contains details of the records we hold.
(b) Inform individuals why their information is being collected at the point it is collected by way
of privacy notices and when their information is shared, why and with whom it will be
shared.
(c) Check the quality and the accuracy of the information we hold.
(d) Ensure that information is not retained for longer than is necessary.
(e) Ensure that when obsolete information is destroyed it is done so appropriately and
securely.
(f) Create, maintain and publish a Disposal and Retention Schedule setting out retention and
disposal dates for common data sets and other information.
(g) Ensure that clear and robust safeguards are in place to protect personal information from
loss, theft and unauthorised disclosure, irrespective of the format in which it is recorded.
(h) Share information with others only when it is fair and lawful to do so and satisfies the lawful
basis for processing that information.
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(i) Share personal data with other organisations for the purpose of crime prevention and/or
detection, or for the purpose of legal proceedings, provided that the disclosure falls within
an exemption to the non-disclosure provisions contained within the Data Protection Act,
GDPR or any subsequent legislation.
(j) Disclose personal data where required to do so by law for example, following receipt of a
court order.
(k) Set out procedures to ensure compliance with the duty to respond to an individual's rights
to:
•
•
•
•
•
•

Request access to personal information, known as Subject Access Requests.
Be informed about the way their data is used.
Have inaccurate personal data rectified.
Have their personal data erased.
Restrict the processing of their personal data.
Object to the processing of their personal data.

(l) Ensure our staff are appropriately and regularly trained and aware of and understand our
policies and procedures.
(m) Define a data breach process to clearly identify how to respond. Maintain a data breach
notification log to record data breaches and also circumstances where a breach was
narrowly avoided.
3. Data Protection Officer (DPO)
We have appointed ARK ICT Solutions for data protection services, our designated Data Protection
Officer is Mr J Lee, he can be contacted via the Trust on 01507 522465 or by email
dataprotection@horncastleeducationtrust.org.
The DPO cannot hold a position that requires them to determine the purpose and means of
processing personal data, for example, the Headteacher, a member of the Senior Leadership Team
or Network Manager.

4. Data Protection Impact Assessments (DPIA)
We will carry out a DPIA when processing is likely to result in high risk to the rights and freedoms
of individuals.
Where we consider that the risk factor warrants the need for a DPIA an assessment will be
completed, this may include the use of new technologies, processing on a large scale, systematic
monitoring or processing of special categories of personal data.

5. Privacy Notices
We publish our privacy notices on our website, these provide information about how and why we
gather and use images and share personal data.
A privacy notice under the GDPR should include:
•

Who you are and how they can contact you.
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•
•
•
•
•
•
•

The personal data you are collecting and why you are collecting it.
Where you get the personal data from and whom you are sharing it with.
How long the data will be held for.
Transfers to other countries and appropriate safeguards.
Description of the data subjects individual rights.
The data subject’s right to withdraw consent for the processing of their data.
How individuals can complain.

Our privacy notices will be reviewed every three years or when changes occur to ensure they
reflect current processing. We will issue a privacy notice to all parents and students before, or as
soon as possible after, any personal data relating to them is obtained. This may simply be an
explanation why the information is being requested and the purpose for which it will be used.
We have CCTV and use biometric data at some of our schools. Our privacy notices include details
of how we use this, and how consent will be requested for use of biometric data, along with details
of our policy regarding photographs and digital images of students.
7

Close Circuit Television (CCTV)
Images and audio recordings of identifiable individuals captured by CCTV amount to personal data
relating to that individual and will be subject to the same provisions and safeguards afforded by the
GDPR and any other relevant legislation as other types of recorded information.
We will use CCTV for the following purposes:
-

To protect the school buildings and assets.
To increase personal safety of staff, students and visitors.
To reduce the fear of crime.
To support the Police in order to deter and detect and to apprehend and prosecute
offenders.
To help protect members of the public and private property.
To investigate both student and staff behaviour where appropriate.

We will ensure that any use of CCTV is necessary and proportionate to achieve the aims stated in
this policy and that regular reviews of the use of CCTV take place.
We will ensure that any use of CCTV is included in our records of data processing activity.
Our use of CCTV will comply with the ICO’s CCTV Code of Practice https://ico.org.uk/fororganisations/guide-to-data-protection/cctv/ .
We will ensure that clear notices are in place identifying when an individual is entering an area that
is monitored by CCTV.
CCTV will not include audio recording and will not be installed in any areas of the premises where
individuals would have a legitimate expectation of personal privacy, such as toilets or changing
rooms.
We will ensure that CCTV recordings are kept securely and that access to them is restricted to
those staff who operate the system or make decisions relating to how the images should be used.
CCTV images will be retained in line with our retention schedule.
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Photographs and Digital Images
Details of how we will use digital and video images are contained within our E-Safety Policy. This
policy provides our position regarding parents photographing and filming students at school events
and the use of images of students in any school publicity material, our website, in newspapers and
in outside agency publications.

9

Biometric Data
We use biometric data at some schools in the form of fingertip scanning to facilitate use of cashless
catering, library services and sixth form registration. This is detailed within our privacy notice and
specific consent is sought for permission to collect this type of data. Where consent is not given for
the use of biometric data, alternative systems are available. Where students are under the age of
13, we will obtain the written consent of at least one parent or carer with Parental Responsibility
before taking and using biometric data.

10 Requests for Access to Personal Data
This section sets out the process that we will follow when responding to requests for access to
personal data made by a student or their parent or carer with Parental Responsibility.
There are two distinct rights of access to information held by schools about students, parents/carers
and staff:
(a) Students have a right to make a request under the GDPR to access the personal information
held about them.
(b) Students, and parents or those with Parental Responsibility, have a right to access their
educational records. The right of those entitled to have access to curricular and educational
records as defined within the Education (Pupil Information) (England) Regulations 2005.
Handling a subject access request for access to personal data:
Article 15 of the GDPR gives individuals the right to access personal data relating to them,
processed by a data controller. The right can be exercised by a person with Parental Responsibility
on behalf of their child, dependent on the age and the understanding of the child. For the purposes
of a subject access request we will apply the full legal definition of 'Parental Responsibility' when
determining who can access a child's personal data.
Requests for information must be made in writing, which can include e-mail. If the original request
does not clearly identify the information required, then we will seek further enquiries to clarify what
information is being requested.
The identity of the requestor must be established before the disclosure of any information is made.
Proof of the relationship with the child (if not known) must also be established as this will verify
whether the individual making the request can lawfully exercise that right on behalf of the child.
Below are some examples of documents which can be used to establish identity:







Passport.
Driving licence.
Utility bill with current address.
Birth/marriage certificate.
P45/P60.
Credit card or mortgage statement.
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A child with competency to understand can refuse to consent to a request for their personal
information made under the GDPR. This position differs when the request is for access to the
Education Record of the child (see below for more detail).
No charge can be made for access to personal data that is not contained within an education
record.
The response time for a subject access request is one month from the date of the request
(irrespective of school holiday periods). The one month period will not commence until any
necessary clarification of information is sought. The time to respond can be extended to two
months where the request is complex or numerous.
There are some exemptions available under the DPA which will mean that occasionally personal
data will need to be redacted (information blacked out/removed) or withheld from the disclosure. All
information will be reviewed prior to disclosure to ensure that the intended disclosure complies with
our legal obligations.
Where the personal data also relates to another individual who can be identified from the
information, the information will be redacted to remove the information that identifies the third party.
If it is not possible to separate the information relating to the third party from the information relating
to the subject of the request, consideration will be given to withholding the information from
disclosure. These considerations can be complex and additional advice will be sought when
necessary.
Any information which may cause serious harm to the physical or mental health or emotional
condition of the student or another person will be withheld along with any information that would
reveal that the child is at risk of abuse, or information relating to Court Proceedings.
Where redaction has taken place then a full copy of the information provided will be retained in
order to maintain a record of what was redacted and why and a clear explanation of any redactions
will be provided in our response to the request.
If there are concerns about the disclosure of information additional advice will be sought.
Handling a request for access to a curricular and educational record as defined within the
Education (Pupil Information) (England) Regulations 2005.
A parent may make a request to access information contained within their child's education record,
regardless of whether the child agrees to the disclosure of information to them. The right of access
belongs to the parent in these cases. It is not a right being exercised by the parent on behalf of the
child.
For the purpose of responding to an Educational Records request, we will apply the definition of
'parent' contained within the Education Act 1996.
An "educational record" means any record of information which:
a) Is processed by or on behalf of the Trustees, or a staff member at our schools. Such records
may be supplied to us by the Local Authority or another educational establishment.
b) Relates to any person who is or has been a student at any such school.
c) Originated from or was supplied by or on behalf of the persons specified in paragraph (a),
other than information which is processed by a staff member solely for the staff member’s
own use.
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The amount that can be charged for a copy of information contained in an education record will
depend upon the number of pages provided. The charge made will be in accordance with the
Education (Pupil Information) (England) Regulations 2005.
No charge will be made to view the education record.
The response time for requests made under the Education (Pupil Information) (England)
Regulations 2005 is 15 school days (this does not include half terms or training days).
An exemption from the obligation to comply with the request will be claimed where the disclosure of
the information to the parent may cause serious harm to the physical or mental or emotional
condition of the student or another person or if the disclosure of the information would reveal that
the child is at risk of abuse.
If a subject access request is made for information containing in whole or in part a student’s
educational record a response must be provided within 15 school days
11. Retention and Disposal of personal data
The Trustees will ensure that we have an up to date and accurate retention and disposal schedule
that is compliant with the GDPR. We will ensure that personal data is stored, transferred and
disposed of securely and in accordance with the retention and disposal schedule.

12. Security of personal data
We will ensure that appropriate security measures are in place and enforced to keep paper and
electronic personal data secure.
We will regularly review the technical and physical security of our school buildings and storage
systems.
We will ensure that only authorised individuals have access to personal data.
All portable electronic devices containing personal data will be encrypted.
No personal data will be left unattended in any vehicles and staff will ensure that if it is necessary to
take personal data from school premises, for example to complete work from home, the data is
suitably secured.
Where data is stored or processed using cloud based tools, providers will be chosen from within the
UK, EU or, if an agreement meeting EU model contract clauses is in place, the US. Providers will
be assessed for suitability and data sharing agreements will be sought before proceeding as per
ICO guidance.
13. Complaints
Any concerns about the way we are collecting or using personal data should be raised with us in
the first instance. We can be contacted by telephone on 01507 522465, in writing or by email on
dataprotection@horncastleeducationtrust.org.
In the event of us not being able to deal with a request satisfactorily the regulatory authority can be
contacted. The regulatory authority for data protection is the Information Commissioner’s Office
and they can be contacted at https://www.ico.org.uk/concerns.
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Appendix A: Accessing Information
Overview:
This document describes how we will manage requests to access information held by the Trust.
Information to which this document refers includes electronic data and images, along with manual
records.
The Trust has adopted a proactive approach to sharing non-confidential information, much of this
information can be found on our website (www.horncastleeducationtrust.org) or that of our schools
and you are encouraged to visit this before making a request.
Information which is not published on our website may be requested under the GDPR – Subject
Access Request, Freedom of Information Act or Environmental Information Regulations. This is in
accordance with guidance provided by the Information Commissioner.
Making a Request:
Although Environmental Information Regulations requests can be made verbally or in person, all
other requests should be made in writing. It would assist us to respond to your request for
information
if
you
contact
us
using
the
e-mail
address
dataprotection@horncastleeducationtrust.org and include the following:




Provide your contact name and address.
Give a clear description of what you require.
State the legislation under which your request is being made.

* If requesting CCTV images in which you feature, you should state the date, time and location of
the recording required, giving details by which you can be identified. It should be noted that, in
order to comply with data protection, third parties present on the recording will be unidentifiable in
the copy provided.
It is recommended that guidance about the Freedom of Information Act, Environmental Information
Regulations and GDPR is accessed prior to making a request, this can be located via:
www.ico.org.uk.
Receiving a Response:
We will aim to supply the information to you within the timeframes identified by the Information
Commissioner, unless there is an exemption or a fee to pay. Where fees are payable, these will
be estimated and payment will be required in advance of receiving the information. The
timeframes for responding to information requests are:
Data Protection Subject Access Requests (SARs):
Freedom of Information Requests:
Environmental Information Regulation Requests:
SARs specifically for student educational records:

1 month
20 school days*
20 working days
15 school days

* the ICO has granted an exemption which extends the potential response period to take account
of school holidays. Therefore, timeframes may be 20 school days or 60 working days, whichever
is the shorter period.
Where we feel an exemption applies we will inform you of this.
The Trust, for central services requests, and each individual school will maintain a Disclosure Log
to monitor the requests received. This will include the date received, nature of the enquiry, the
relevant legislation under which your request is made and if the response timeframe was met.
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Fees & Disbursements:
Charges may apply to requests for information made under the following:







General Data Protection Regulations 2018
Data Protection Act 2018
Freedom of Information Act 2000
Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004
Personal Information (Data Protection)
Environmental Information Regulations 2004

Subject Access Requests:
The majority of requests will not attract a fee, however, if a request is manifestly unfounded or
excessive we may charge a “reasonable fee” for the administrative costs of complying with the
request. We may also charge a reasonable fee if an individual requests further copies of their data
following a request. The fee will be based upon the administrative costs of providing further
copies.
Freedom of Information Requests:
Staff time and costs incurred in finding information requested under the Freedom of Information Act
will be charged as follows:


No charge if the staff time element is less than £450, equivalent to 18 hours of work (this is
referred to in the Act as the ‘appropriate limit’).



For searches which could exceed 18 hours of work, because of the volume of relevant
information found, the Trust will charge for such additional time at £25 per hour or issue a
refusal notice.

General Disbursements:
Disbursements will be charged as follows, VAT does not apply:





Photocopying/provision of information on A4 paper:
Photocopying/provision of information on A3 paper:
Provision of CCTV images on a DVD:
Postage:

a charge of 10p per sheet.
a charge of 20p per sheet.
a charge of £10.
as per Royal Mail charges.

Where fees are payable, these will be estimated and payment will be required in advance of
receiving the information.
The Trust will try to meet any reasonable requirement in terms of medium or format.
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Appendix B: Publishing Information
This document gives details of the information we are required to provide in order to meet our
commitments under the Freedom of Information Act. It details which information is available by
category, how it can be accessed and identifies if a charge will be made for provision of the data.
This document is based upon the model publication policy issued by the Information
Commissioner. Any written requests for information will be addressed in line with the response
guidelines within the Freedom of Information Act.

PUBLICATION CATEGORIES
Detail
How to obtain a copy
CLASS 1
Who we are and what we do (current)
Academy Funding Agreement Via the Trust and school websites.
Also via the Department for Education’s website
http://www.education.gov.uk/cgibin/schools/performance/school.pl?urn=138665&superview=sec
Trust/school staff and
Website
structure; names of key
personnel
Trustees, Local Governing
Website
Body; Names of those
appointed and the basis of
their appointment
School session times, term
Website
dates and holidays
Contact details
Website
School Prospectus
Website, hard copy available
Results; GCSE and A Level
Via the Department for Education’s website
http://www.education.gov.uk/cgibin/schools/performance/school.pl?urn=138665&superview=sec
CLASS 2
What we spend and how we spend it (current and previous year)
Annual Budget Plan and
Website – Annual Accounts
Financial Statements
Capital Funding
Website – Annual Report/School Development Plan
Additional Funding
Website – Annual Accounts
Pupil Premium
School websites
CLASS 3
What our priorities are and how we are doing (current)
Trust/school Priorities
Website – Annual Report
School Profile
- Government supplied
Via the Department for Education’s website
performance data
http://www.education.gov.uk/cgi- Ofsted Report
bin/schools/performance/school.pl?urn=138665&superview=sec
Trust’s future plans
Website – Annual Report
Child Protection
Policy on Website
CLASS 4
How we make decisions (current and previous three years)
Admissions Policy
Current: Website – prospectus annual supplement
Historic: Apply in writing
Trust Board/Local Governing
Apply in writing
Body Meeting Agendas
Trust Board/Local Governing
Apply in writing
Body Meeting Minutes
Data Protection Policy – Approved 21/5/19

Charge

N/A

N/A

N/A

N/A
N/A
N/A
N/A

N/A
N/A
N/A
N/A

N/A

N/A
N/A

N/A
N/A
Yes
Yes
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Detail

How to obtain a copy

Charge

CLASS 5
Our policies and procedures (current)
Central policies are available on the Trust website, school specific policies are available on the relevant
schools websites. This includes the following, however, it is not an exhaustive list:













Admissions
Against Bullying
Behaviour
Careers
Charging & Remissions
Child Protection
Complaints
Confidential Reporting







Curriculum
Data Protection (inc Accessing Information,
Publications, CCTV Statement)
Health & Safety
Home School Agreement (within prospectus)
Religious Education & Collective Worship
Sex & Relationships Education
Special Educational Needs

Information Requests
If you would like to request information please do so in writing, details of how to apply can be found within
the appendix.
CLASS 6
Lists and Registers (current)
Disclosure Log
Asset Register
Business Interests

Contact the Trust/school
Contact the Trust
Website

N/A
N/A
N/A

CLASS 7
The services we offer (current)
Canteen Menu
Extra curricular activities
Lettings
Music tuition
After school clubs
Newsletters/Events

Website
Website
Contact individual schools
Refer to the Charging Policy on the Website
Website
Website

N/A
N/A
N/A
N/A
N/A
N/A

CLASS 8
Additional Information
For students’ convenience, at secondary schools we make available items such as calculators, geometry
sets, art supplies and revision aids. Enquire via our Central Finance Office or access the school shop via
individual schools websites.
SCHEDULE OF CHARGES
Where it has been identified that a charge will be made, this refers to provision of hard copies and the
disbursement costs detailed below will apply.
Type of Charge

Disbursement costs

Description
Photocopying – A4 sheets
10 pence per sheet.
Photocopying - A3 sheets
20 pence per sheet.
Postage & Packing
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Basis of Charge
Basic cost.
Basic cost.
Actual cost of packaging plus Second
class Royal Mail postage
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Appendix C: CCTV Statement
Purpose & Risk Assessment:
The requirement of CCTV has been evaluated and deemed necessary and proportionate in order
to support the following objectives:






to deter and detect unauthorised intruders,
to increase personal safety of students, staff and visitors,
to protect the Trust buildings and assets,
to deter and detect vandalism, damage and disruptive behaviour,
to support the Police in order to deter and detect crime; identify, apprehend and prosecute
offenders.

Alternative methods have been considered and other measures are in place as appropriate,
including staff supervision of public areas during break times and the requirement to sign in/out
during non-term time. It is acknowledged that CCTV is the only method which can consistently
monitor vulnerable areas within a school, acting as a deterrent and assisting with detection when
an incident occurs.
Cameras will be placed in locations which are deemed vulnerable to maximise the protection to
students, staff, visitors and the school. Each location has been assessed and does not pose a
threat to personal privacy, avoiding toilets and changing rooms.
Data Protection:
The use of CCTV on our sites has been lodged with the Information Commissioner’s Office; this
document has been written with reference to the CCTV Code of Practice (Revised 2015). It is fully
intended that use of CCTV complies with Data Protection regulations and licensing requirements.
The ‘Data Controller’ is the Horncastle Education Trust.
System Access:
Where CCTV is in place at our sites, access to the system will be made available to the following
staff members and will be via their computer which is accessed using a personal password:







Chief Executive Officer
Headteachers
Deputy Headteachers
Assistant Headteachers
Chief Financial Officer
IT Network Manager

These staff members are responsible for ensuring they are familiar with this document and that the
system should only be used in order to support the defined objectives. In the first instance, the IT
Network Manager will be responsible for downloading recording of incidents should this be deemed
necessary. However, in their absence or where they are not based at a school site, the above
listed individuals have permission to do so. Whenever a download takes place, the CCTV
Download Log must be updated.
Signage:
Signage will be displayed at the main entrance to sites to alert all individuals entering the site that
CCTV is in operation.
Data Retention & Recording:
Information recorded will be retained digitally for a period of 50 days, in order to allow sufficient
observation and reflection during and subsequent to school holiday periods, after which the system
automatically deletes the recording without any intervention.
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When an incident occurs, one of the staff members listed above must be made aware. These staff
members are nominated to be responsible for intervening and creating a recording of the incident,
this will involve downloading the data to a secure area of the network. This data may be shown to
the individuals involved, their parents or carers and any other professional agency representatives
who are involved in bringing the incident to a satisfactory conclusion.
Where a criminal act occurs a copy of the recording may be provided to the Police. In these
circumstances the Police are then deemed to be ‘Data Controllers’ for their copy of the recording
as set out within the Information Commissioner’s guidelines.
All information downloaded will be recorded in the CCTV Download Log, this will also show any
copies made and the date of deletion, which will be deemed appropriate when the incident has
been satisfactorily concluded. Staff members nominated to have access to the system will be
responsible for updating the log. Should copies be created e.g. CDs, they will be stored in the safe
and shredded when destruction is due.
The Trustees will act as a critical friend to ensure procedures are followed, they will also review
this document and as such will consider whether CCTV usage continues to support the objectives
set.
The IT Network Manager, or individual with nominated responsibility, will be responsible for
quarterly checks to ensure the date and time on the CCTV system remain accurate and checking
the quality of recording.
Feedback & Enquiries:
Individuals whose images are being recorded have a right to view the images of themselves and to
be provided with a copy of the images. Individuals wishing to obtain images of themselves should
refer to the document about Accessing Information which details how to make a Subject Access
Request.
Any individual wishing to share feedback or express concerns about the use of CCTV on site
should
contact
us
either
by
telephone
on
01507
522465
or
by
email
dataprotection@horncastleeducationtrust.org.
This is a public document and is available on the Trust website.
In the event of us not being able to deal with your request satisfactorily the regulatory authority for
data protection is the Information Commissioner’s Office.
They can be contacted at
https://www.ico.org.uk.
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