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Clyst Hydon School Associat ion

Dat a Pro t ect ion Po l icy 

Clyst Hydon School Associat ion (CHSA) recognises that it has a legal 

responsibility under the General Data Protection Regulation (GDPR) to ensure 

that any personal information is only used for the stated purpose for which i t was 

collected, stored securely and not disclosed unlawfully.

This policy applies:

to all members* of Clyst Hydon School Associat ion who handle data on i ts 

behalf

to all personal data that CHSA holds including names of individuals, 

addresses, email addresses, telephone numbers and any other information 

relat ing to individuals

to children as well as adults

regardless of whether the data is held electronically or on p aper. 

For the avoidance of doubt, this policy does not apply to members who share 

their personal data as friends.

In o rder to comply with t he law and follow good practice, CHSA will ensure that:

Personal data is only obtained for the purposes of enabling the School 

Associat ion t o conduct its events and act ivit ies.

Individuals are informed why CHSA wishes to hold personal data and the 

purposes for which i t will be used.

Individuals are given a choice whether or not to give t heir contact details 

to CHSA. Personal details will only be held where consent has been 

obtained.  Consent can t ake the form of writ ten consent, in either paper 

or electronic form, or by checking a box on an electronic form.

Individuals are aware that they have t he right to access the personal data 

held about them, to ask for their personal information t o be 

updated/corrected, to withdraw their consent to the holding of data at 

any t ime and to be clear how to go about gett ing their data removed.

Personal data is accurate and kept up-to-date in so far as is reasonable.  It 

is the individual’s obligation t o inform CHSA of any change to their 

personal data during the year.

Personal data is deleted or disposed of when no longer required. In t he 

case of members, data will be deleted or disposed of when t heir children 

cease attending the school unless the parent/guardian w ishes to remain a

 

CLYST HYDON PRIMARY SCHOOL DATA SUBJECT REQUEST PROCEDURE                  

The UK General Data Protection Regulation (UK GDPR) includes a number of rights for individuals. This document sets 

out the procedures to be followed if Clyst Hydon Primary School receives any of the following requests.    

Request for Access to Personal Data (also known as a Subject Access Request or SAR) 

Such a request can be made verbally or in writing and can be made to any member of school staff as it does not have to 

be made to a specific person or contact point. The school must respond to a SAR request within one calendar month. 

The right of access to personal data is not absolute. In certain circumstances, such a request can be refused. If the Data 

Protection Officer (DPO) advises that a request should be refused, certain information must be provided as part of the 

refusal.  

The procedure for meeting a Subject Access Request will be as follows:  

1. Inform the DPO                                                                                                                                                                    

Immediately inform the DPO that a SAR has been made as it is part of his role to oversee the administration of 

SARs as there is an inherent risk of data breaches if personal data belonging to other people is released 

inadvertently. The DPO will establish what information is being requested and decide whether the request 

would be better administered under legislation other than the UK GDPR. The DPO may decide that the Data 

Subject should be contacted for clarification.   

2. Identity verification   

Before disclosing any personal information you must be satisfied of the identity of the Data Subject. You may 

already be satisfied of the Data Subject's identity because of your previous interactions with them. You may 

also be able to verify their identity from their address and signature. However, if you are unable to verify the 

data subject's identity, identity verification generally should take the same form as you use for a DBS check. If 

the requestor is not the Data Subject, written confirmation that the requestor is authorized to act on behalf of 

the Data Subject is required.   

3. Acknowledgement of SAR   

The Data Subject is sent an acknowledgement of the SAR and informed of the expected date by which they 

should receive the documentation requested. If the standard one month timeframe will not be adhered to, the 

reason should be given for why this is the case.   

4. Establish the format in which the information will be provided   

You should clarify the manner in which the documentation needs to be provided. If the request was received 

via email the information should also be provided via email unless the Data Subject requests printed copies. If 

the request was made verbally or by letter the information can be provided electronically or printed out.     

5. Preparation of documentation  

The school assesses what documentation will be involved in the SAR. This may involve contacting other 

members of school staff so they can inform you what personal data they have and when they can provide it to 

you. Third parties may also need to be contacted. The DPO will advise on these issues. 

6. Documents included in a SAR   

Basically, the Data Subject has a right to be provided with a copy of any document containing their personal 

information. This includes emails. However it excludes notes held by teachers purely for their own use and 

which isn’t part of the school’s official records. The DPO will provide specific advice on this.  

7. Review of the documentation    

Once all this documentation has been collated, the DPO must review the documentation. This is done by giving 



the DPO access to an electronic version of the records and will almost certainly involve the scanning of printed 

records. As part of this review, the DPO will determine whether the records contain information that should 

not be disclosed to the Data Subject. 

8. Redaction 

In order that no-one else’s personal data is revealed to the Data Subject that should not be disclosed to them it 

is likely that the documents will need some information redacted (ie permanently obscured). The DPO is highly 

experienced in what should or shouldn’t be redacted and will ensure that the redactions he makes are 

irreversable as incorrect redaction is one of the commonest causes of data breaches reported to the 

Information Commissioner’s Office.     

9. Other information that must be provided   

As well as providing the Data Subject with the information requested, the Data Subject must be informed of 

what information the school is using, why it is being used, the source of the information and who it is shared 

with. This is most easily done by including a copy of the school’s Privacy Notice with the documents provided 

in the SAR. If any information has been exempted, the Data Subject must also be informed of this fact and the 

reasons for this happening.   

10. Sending the information   

If the information is to be sent by post it should be sent using Recorded Delivery. If it is to be provided 

electronically it should also be provided as securely as possible such as via Egress.     

Request for Rectification 

The DPO must be informed as soon as possible once such a request is received. The DPO will then oversee the 

processing of the request.  

If a request is received from an individual for inaccurate personal data to be rectified or to have incomplete data 

completed, the school must respond to this request within one calendar month. 

Such a request can be made verbally or in writing. A request can also be made to any member of staff and does not 

have to be made to a specific person or contact point. 

A record should be kept of any requests received for rectification.  

The right to have personal data erased is not absolute. In certain circumstances, a request for rectification can be 

refused. If a request is refused, certain information must be provided as part of the refusal. 

Request for Erasure (also known as ‘the right to be forgotten’) 

The DPO must be informed as soon as possible once such a request is received. The DPO will then oversee the 

processing of the request and advise on the most suitable method of erasure. 

If a request is received from an individual for their personal data to be erased, the school must respond to this request 

within one calendar month. 

Such a request can be made verbally or in writing. A request can also be made to any member of staff and does not 

have to be made to a specific person or contact point.  

A record should be kept of any requests received for the erasure of personal data.  

The right to have personal data erased is not absolute and only applies in certain circumstances. In certain 

circumstances, a request for erasure can be refused. If a request is refused, certain information must be provided as 

part of the refusal. 

 



Request to Restrict Processing 

The DPO must be informed as soon as possible once such a request is received. The DPO will then oversee the 

processing of the request.  

If a request is received from an individual for the restriction or suppression of their personal data, the school must 

respond to this request within one calendar month. 

Such a request can be made verbally or in writing. A request can also be made to any member of staff and does not 

have to be made to a specific person or contact point.  

A record should be kept of any requests that are received for the restriction or suppression of their personal data.  

The right to the restriction or suppression of personal data is not absolute and only applies in certain circumstances. 

In certain circumstances, a request for the restriction or suppression of their personal data can be refused. If a request 

is refused, certain information must be provided as part of the refusal. 

Request to Move, Copy or Transfer Personal Data from one IT Environment to Another  

The DPO must be informed as soon as possible once such a request is received. The DPO will then oversee the 

processing of the request. 

If a request is received from an individual to move, copy or transfer personal data from one IT environment to another, 

the school must respond to this request within one calendar month. 

Such a request can be made verbally or in writing. A request can also be made to any member of staff and does not 

have to be made to a specific person or contact point.  

A record should be kept of any requests that are received for personal data to be moved, copied or transferred from 

one IT environment to another. 

The right to move, copy or transfer personal data from one IT environment to another is not absolute and only applies 

in certain circumstances. 

In certain circumstances, a request to move, copy or transfer personal data from one IT environment to another can be 

refused. If a request is refused, certain information must be provided as part of the refusal. 

Request to Object to the Processing of Personal Data 

The DPO must be informed as soon as possible once such a request is received. The DPO will then oversee the 

processing of the request.  

If a request is received from an individual to object to the processing of personal data, the school must respond to this 

request within one calendar month. 

Such a request can be made verbally or in writing. A request can also be made to any member of staff and does not 

have to be made to a specific person or contact point.  

A record should be kept of any requests that are received to object to the processing of personal data. 

The right to object to the processing of personal data is not always absolute. 

In certain circumstances, a request to object to the processing of personal data can be refused. If a request is refused, 

certain information must be provided as part of the refusal. 


