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PART ONE - INFORMATION ASSURANCE
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2.1

INTRODUCTION

Information is a major asset that the Learn to Live Federation has a duty and responsibility to
protect. The Federation shall manage its security risks effectively, collectively and proportionately
to achieve secure and confident working environments.

The purpose of this Information Assurance Policy is to set out a framework for the identification,
monitoring and management of information risks. This policy seeks to protect the Federation’s
information assets from all threats, whether internal or external, deliberate or accidental to ensure
business continuity and minimise business damage to enable the Federation to deliver its strategic
and operational objectives.

This policy is a key component of the Federation’s overall information security management
framework and should be considered alongside the Data Protection Policy.

The objectives of this policy are to preserve:
Confidentiality — Access to data shall be confined to those with appropriate authority.

Integrity — Information shall be complete and accurate. All systems, assets and networks shall
operate correctly, according to specification.

Availability — Information shall be available and delivered to the right person, at the time when it
is needed.

In addition, this policy aims to establish and maintain the security and confidentiality of
information, information systems, applications and networks owned or held by the Federation by:

e Ensuring that all members of staff are aware of and fully comply with the relevant legislation as
described in this or other policies.

e Describing the principles of security and explaining how they shall be implemented in the
organisation.

e Introducing a consistent approach to security, ensuring that all members of staff fully
understand their own responsibilities.

e Creating and maintaining within each school a level of awareness of the need for Information
Security as an integral part of day to day business.

e Protecting information assets under the control of the Federation.

SCOPE

This policy outlines the framework for the management of Information Security within the
Federation. It applies to all employees, agency and temporary staff, contractors, Governors and
third parties, who have access to information systems or information used for Federation purposes.
Where this policy reads “staff”, it should be read to include all the entities in paragraph 2.1.
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Information takes many forms and includes (but is not limited to):

e Hard copy data printed or written on paper;

e Data stored electronically;

e Communications sent by post/courier or using electronic means;
e Stored tape, microfiche, video, DVD, CD;

e Speech.

This policy continues to apply to staff even after their relationship with the Federation ends.

LEGISLATION

The Learn to Live Federation is obliged to abide by all relevant UK and European Union legislation.
The requirement to comply with this legislation shall be devolved to staff who may be held
personally accountable for any breaches of information security for which they may be held
responsible.

The Federation shall comply with the following legislation and other legislation as appropriate:

e Computer Misuse Act 1990

e Copyright Designs and Patents Act 1988

e Environmental Information Regulations 2004

e Equality Act 2010

e Freedom of Information Act 2000

e Human Rights Act 1998

e Local Government Act 1972

e Local Government Act 2000

e Regulation of Investigatory Powers Act 2016

e Re-use of Public Sector Information Regulations 2005

The design, operation, use and management of information systems must take into account
applicable legislation, regulations, security best practice and contractual security requirements.

BREACH OF POLICY

All reckless or deliberate breaches of this policy will be investigated and may be referred to the HR
Department who will consider whether disciplinary action should be taken against the member of
staff concerned. Alleged breaches of this policy will also be investigated by the Data Protection
Officer as an information security incident and may also be referred to HR and Senior Leadership as
considered necessary.

POLICY REVIEW

This policy will be reviewed by the Data Protection Link Officer on an annual basis. Formal
requests for changes should be sent to Nikki Burroughs, Executive Head
nikki.burroughs@learntolivefederation.co.uk



http://www.legislation.gov.uk/ukpga/1990/18/contents
https://www.legislation.gov.uk/ukpga/1988/48/contents
https://www.legislation.gov.uk/uksi/2004/3391/contents
https://www.legislation.gov.uk/uksi/2004/3391/contents
http://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2000/36/contents
http://www.legislation.gov.uk/ukpga/1998/42/contents
http://www.legislation.gov.uk/ukpga/1972/70
https://www.legislation.gov.uk/ukpga/2000/22/contents
http://www.legislation.gov.uk/ukpga/2016/25/contents/enacted
http://www.legislation.gov.uk/uksi/2005/1515/made
mailto:nikki.burroughs@learntolivefederation.co.uk
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SECURITY POLICY FRAMEWORK
Responsibilities

Senior Information Risk Owner - The Executive Head has overall responsibility for ensuring there is
appropriate technical and organisational security in place to protect the Federation’s information
assets and shall seek regular assurances from key staff that these measures are effective.

Technical & Information Security - Operational responsibility for technical security rests and
information security rests with the Federation ICT Manager who is responsible for implementing,
monitoring, documenting and communicating security requirements for the organisation, and
keeping the Executive Head notified of the effectiveness of the Federation’s security measures.

Line Managers - Line managers are responsible for ensuring that their permanent and temporary
staff and contractors are aware of the information security procedures applicable in their work
areas; their personal responsibilities for information security and how to access advice on
information security matters. Line managers are individually responsible for the security of their
physical environments (for example offices) where information they are responsible for is
processed or stored.

All staff - All staff are personally responsible for complying with the Federation’s Data Protection
Policy. All staff must ensure the information they have access to, handle and share or permit access
to, is lawful, securely and professionally handled at all times.

Information Assets

All information assets shall be accounted for and recorded on the Schools Information Asset
Register (IAR). Each asset will have an identified Information Asset Owner and an Information Asset
Administrator who shall be responsible for ensuring there is appropriate security in place to protect
their information assets.

Culture, education and awareness

An ongoing security awareness programme shall be established and maintained to ensure that staff
are aware of security procedures and understand their personal responsibilities for safeguarding
assets and the potential consequences of breaching security rules. This programme will be
developed and managed by the Federation ICT Manager.

Information security awareness training shall be included in the staff induction process.
Information security incident management

Information security incidents shall be reported, recorded on CPOMs and investigated. Mitigating
actions shall be taken to prevent incidents reoccurring. The Data Protection Link Officer will be
responsible for the management of all information security incidents and will regularly report on
trends, risks and mitigations to the Executive Head as required.

Information risk monitoring and ownership

The Data Protection Officer will monitor information risks identified during the course of conducting

security incident investigations, risk assessments or through direct engagement with services.
Information risks are to be recorded on CPOMs.



6.5.2 The Data Protection Link Officer will classify all information risks according to the following risk
stratification matrix, with ownership assigned to the relevant management.

Risk classification Description Risk owner

The confidentiality, availability or integrity of the

Medium risk School’s information has been significantly affected Head of Site/

Executive Head

such that there is a measurable impact on the School.

6.6 Accreditation of ICT systems

6.6.1 All relevant ICT systems that handle, store and process sensitive information or business critical
data, or are interconnected to cross-government networks or services (eg Wonde), will be risk
assessed to identify and understand the relevant technical risks and subject to an annual (or other
specified timeframe) accreditation by the Federation ICT Manager.

6.7 Physical Security

6.7.1 The Federation will implement proportionate physical security controls to prevent unauthorised
access to locations where paper-based assets and ICT systems are stored and safeguard information
from theft, criminal damage, natural hazards and national security threats. Critical or sensitive
information processing facilities will be housed in secure areas protected by security perimeters
with appropriate security barriers and/or entry controls.

6.8 Personnel Security

6.8.1 The Federation shall have appropriate personnel security in place to provide assurance as to the
trustworthiness, integrity and reliability of its employees. The Federation will apply His Majesty’s
Government (HMG) recruitment controls described in the Baseline Personnel Security Standard,
where required.

6.9 Access Control

6.9.1 Access to information and information systems by staff shall be granted according to role and
business requirements and only to a level that will allow them to carry out their duties.

6.10 Technical security
6.10.1 The Federation shall have appropriate technical measures and security controls in place to

protect its network from threats and attacks that seek to compromise the confidentiality,
integrity and availability of the Federation’s information.


https://www.gov.uk/government/publications/government-baseline-personnel-security-standard
https://www.gov.uk/government/publications/government-baseline-personnel-security-standard
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Privacy Impact Assessments and Information Risk Assessments

Article 25 of the GDPR creates a statutory obligation on Devon County Maintained Schools to
ensure that a privacy impact assessment is undertaken on all new systems, processes or
procedures that intend to process personal data, prior to their implementation. Such
assessments are to be carried out by or in consultation with the Data Protection Link Officer.

An information risk assessment will be conducted on any information asset or system where a
vulnerability has been identified. This may be in response to a security incident investigation or
following advice from the Data Protection Officer.

Business Continuity and Disaster Recovery Management

Arrangements shall be in place to protect critical business processes from the effects of failure or
disasters and to ensure the timely resumption of business information systems. Business
continuity and disaster recovery plans shall be in place for mission critical information,
applications, systems and networks and tested regularly.

Freedom of Information Act & Data Protection Act requests

The Federation’s information and records shall be stored in a manner which facilitates its timely
and secure retrieval to enable the Federation to respond to requests for information and fulfil its
obligations under the Freedom of Information Act and Data Protection Act. Policies and
procedures shall be in place to manage these requests and adhered to by all staff. This policy may
be disclosed under the Freedom of Information Act 2000 upon request, subject to any
exemptions.


https://gdpr-info.eu/art-25-gdpr/
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INTRODUCTION

Sharing information across organisation and professional boundaries can bring many advantages
ensuring effective co-ordination, integration of services and multi-agency working. It does of course
present risks which need to be managed effectively and a clear information sharing framework helps
to inform and support good practice.

The Federation is committed to only sharing information where it is appropriate to do so, whilst
ensuring that it is done in a fair and transparent way in line with UK Data Protection legislation such
as the UK GDPR, Data Protection Act 2018 and Data Use & Access Act 2025

We will review our policy annually and keep it up to date.

SCOPE

This policy is supplemented by an Information Sharing Procedure (Appendix A) which forms part of
this policy and outlines the steps that must be taken when considering an information sharing
arrangement.

This policy should be read in conjunction with the following:

8.2.1 The Freedom of Information Policy.

8.2.2 The Data Protection Policy.

8.2.3 The Federation’s Privacy Notices

8.2.4 The Federation’s Records Retention Schedule available on our school websites.

WHAT IS INFORMATION SHARING?

Examples of information sharing include:

9.1.1 Areciprocal exchange of data.

9.1.2 One or more organisations provide data to a third party or parties.

9.1.3 Several organisations pooling information and making it available to each other or a third
party/parties.

9.1.4 Different parts of an organisation making data available to each other.

9.1.5 Exceptional, one-off disclosures of data in unexpected or emergency situations or to
safeguard individuals.

Key information is also shared on a statutory basis by the Federation to meet legal requirements, for
example to make necessary arrangements for school admissions applications, support and ensure
appropriate provision for pupils with SEND etc.

Meeting the care and needs of pupils involves sharing a wide range of information both about pupils
themselves and those individuals who they meet such as school staff. It may also involve sharing
information amongst a wider group of organisations than simply the local authority and the school
ie health services or the Education Funding Authority.
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SHARING INFORMATION WITH OTHER ORGANISATIONS

Key information may be shared with the local authority or other organisations to:

10.1.1  Monitor and report on pupil progress.

10.1.2 Provide appropriate pastoral care.

10.1.3  Ensure the safety of pupils whilst in our care and protect them from harm.
10.1.4  Notify families of any news and important information about the school.
10.1.5 Support integrated health services.

10.1.6  Facilitate commissioning of services to support pupil learning.

10.1.7  Comply with court orders.

10.1.8  Prevent crime or disorder.

10.1.9 Investigate complaints or potential legal claims.

10.1.10 Comply with medical reports/insurance requests.

10.1.11 Safeguard individuals

10.1.12 Provide data for medical, health or social care research.

INFORMATION SHARING AGREEMENTS AND DATA PROCESSING AGREEMENTS

An Information Sharing Agreement (ISA) will be used when the Federation, acting as a Data
Controller, is sharing information directly with other organisations that will act either as a Joint Data
Controller with the school, or as a Data Controller in their own right in relation to that information
(refer to Appendix A).

A Data Processing Agreement will be used if a third party is processing personal data on behalf of
the Federation (ie a Controller to Processor relationship). A Data Processing Agreement may take
the form of a contract including the data protection clauses and schedule.

UK GDPR places a requirement on processors to ensure that their processing is compliant with Data
Protection legislation.

Depending on the circumstances, the Federation with have in place either of the following
documents:

11.4.1 A Data Processing Agreement or
11.4.2  An Information Sharing Agreement (refer to Appendix A)

INTERNAL SHARING OF SENSITIVE INFORMATION FOR SAFEGUARDING PURPOSES

In order to effectively discharge our statutory responsibility to safeguard and promote the welfare
of children and young people, the school understands that the appropriate sharing of sensitive
information amongst school staff can be essential.

USEFUL RESOURCES

To assist you with your information sharing decisions, you may wish to consult the following
guidance:

e Department for Education (DfE) Information Sharing Guide for Safeguarding Practitioners —
May 2024 (including the seven golden rules for sharing information)

e |CO - A 10 step guide to sharing information to safeguard children

e Devon Safeguarding Children Partnership Tips on Information Sharing



https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/data-sharing/a-10-step-guide-to-sharing-information-to-safeguard-children/
https://www.devonscp.org.uk/working-with-children/information-sharing/

APPENDIX A — INFORMATION SHARING PROCEDURE

This procedure underpins the overarching Information Sharing Policy and must be followed when
entering into an information sharing arrangement.

Information sharing can present risks and these need to be properly managed. Sharing of information
must be carried out fairly, lawfully and in accordance with UK Data Protection legislation.

Identify a clear purpose for sharing information
and consider whether you can achieve
your goal without sharing any personal data.

Consider anonymising the personal data before

deciding to share it. Seek advice from your DPO

for more information about the various ways in
which data can be anonymised.

If you have decided that you have established a
clear purpose for sharing the information, carry

out a Data Protection Impact Assessment (DPIA)
to identify and reduce any risks.

Create an Information Sharing Agreement (if
required) with support from your school DPO.

Once finalised, your Information Sharing
Agreement will need to be approved and signed
off by Governors, included in your Information
Asset Register, reviewed periodically.




