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To ensure you are always referencing the most current version, 

where possible do not download a copy of this document.


If a paper copy is required please print and destroy as soon as possible.

DO NOT save a copy to your own device/desktop.



VERSION CONTROL


Version No: Type of change Date Revisions from previous version

1.0 Annual review Sept 2021 No changes

1.1 Annual review Sept 2022 No changes

1.2 Annual review Sept 2023
Cross checked against latest ICO guidance. Updated to 
include revised privacy notices, training and audit 
information. 
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1. STATUS

a. Statutory.


2. INTRODUCTION

a. The European General Data Protection Regulation (GDPR) law came into effect on 25 May 2018. The 

objective of this law is to ensure all personal data relating to living EU citizens (including the UK citizens) 
is protected and that those who are entrusted with such data are held accountable for its protection. 


b. Following the UK’s departure from the EU (January 2020) the GDPR has been retained in UK law as the UK 
GDPR and will apply alongside the Data Protection Act 2018.


3. COMMITMENT

a. The City Learning Trust (CLT) and its member academies are committed to data privacy and protection 

and we have robust systems in place to ensure GDPR compliance. The GDPR principles are embedded in 
our data processing so that parents/carers, pupils/students, staff, governors/trustees, volunteers, visitors, 
suppliers and alumni are assured that we handle their personal data respectfully, and in-line with the law. 
Our practice to ensure compliance is detailed below


4. DATA PROTECTION POLICY

a. The Trust’s Data Protection Policy is written in line with GDPR and it drives the highest standards of 

privacy and protection of personal data rights across the Trust. It includes our policy on data breaches and 
subject access requests.  The policy is reviewed bi-annually.


5. RECORD OF PROCESSING ACTIVITIES

a. We keep a record of our processing activities to ensure all data held and processed is complaint with 

current regulations. We record:

i. The nature and purpose of processing.

ii. Categories of data subjects.

iii. Types of personal data held and processed.

iv. The lawful basis for all our personal data processing.

v. The retention period for all data.

vi. How data will be securely stored and disposed of.

vii. Who we share data with.


6. TRANSPARENCY

a. Privacy notices for staff, pupils/students, parents/carers, volunteers and governors/trustees , suppliers and 

Alumni align with GDPR guidelines, are made available and reviewed annually.


7. DATA PROTECTION IMPACT ASSESSMENTS, CONTRACTS AND 
EMPLOYEES OF THE TRUST


a. We will implement, when necessary, Data Protection Impact Assessments for projects that may involve 
high risk processing as covered under GDPR.


b. We add addendums to contracts with contractors/suppliers to ensure all parties take account of their 
respective obligations and responsibilities under GDPR.


c. All staff are well informed of the legislation. GDPR awareness training is included in the Trust’s annual 
training cycle and periodic briefings and bulletins are also shared across Trust teams.


d. We have a Data Protection Officer.
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8. OUR PROCESSES WILL ENSURE THAT:

a. All procedures align with the individual’s rights as specified under GDPR.


b. Our Subject Access Request procedure, to manage requests for data, is in line with GDPR


c. Any data breaches are handled and reported in line with GDPR


d. Seeking, recording and managing consent is in line with GDPR.


e. Privacy Notices are in line with GDPR


f. Any Freedom of Information requests are handled and reported in line with GDPR


9. GDPR AUDIT CYCLE

a. We conduct a thorough risk register audit relating to our GDPR processes and procedures bi-annually to 

ensure compliance with current regulations


10. GDPR ROLES AND RESPONSIBILITIES

a. Our Data Protection Officer and Executive Director – Estates and Risk have implemented, and maintain, a 

system that ensures the Trust meets its obligations under the GDPR. They are responsible for promoting 
awareness of the GDPR across the Trust, assessing compliance, identifying gap areas, including employee 
awareness and training and the updating of policies, privacy notices and procedures, including GDPR 
audits.


11. CONTACT US

The Data Protection Officer

City Learning Trust

High Lane

Burslem

Stoke on Trent

ST6 7AB

Email: info@citylearningtrust.org
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