[image: ]

Journey Independent School - Exams Centre

GDPR Policy

September 2026
[image: ]














Implementation Date: September 2026
Review Date: September 2027	
Date Policy Agreed: September 2026





























1. Purpose of the Policy
Journey Independent School is committed to protecting the privacy and security of personal data belonging to candidates, staff, and stakeholders involved in the examination process. This policy ensures compliance with UK GDPR, the Data Protection Act 2018, and JCQ General Regulations (Section 5.3s-w, Section 5.8) regarding the collection, processing, storage, and transfer of examination-related personal data.
2. Roles and Responsibilities
· Data Controller: The Head of Centre retains overall responsibility for data protection compliance within the examination centre.
· Head of Centre: Responsible for overseeing the centre's data protection strategy and ensuring GDPR compliance.
· Exams Officer: Responsible for the day-to-day processing of candidate data, secure transmission of data to Awarding Bodies, and maintaining examination documentation.
3. Types of Personal Data Processed
The centre collects and processes the following candidate data for examination purposes:
· Personal Identifiers: Name, Date of Birth, Gender, Unique Candidate Identifier (UCI), Unique Learner Number (ULN).
· Contact Information: Address, telephone number, and email address.
· Academic Data: Entries, timetables, internal assessment marks, and final examination results.
· Special Category Data: Medical conditions, psychological assessments, and learning difficulties required to process Access Arrangements and Special Consideration.
4. Lawful Basis for Processing
The centre processes examination data under the following UK GDPR legal bases:
· Public Task / Legal Obligation: Processing is necessary for the performance of a task carried out in the public interest or to comply with a legal obligation (i.e., the administration of national qualifications).
· Consent / Vital Interests: Used explicitly for processing Special Category Data (e.g., medical evidence for access arrangements).
5. Data Sharing with Awarding Bodies (JCQ Regulations)
In accordance with JCQ regulations, candidate data must be shared with JCQ and its member Awarding Bodies (AQA, OCR, Pearson, WJEC, etc.).
· Candidate Privacy Notice: The centre will distribute the official JCQ Information for Candidates - Privacy Notice to all candidates before examination entries are made.
· Secure Transfer: All data transferred to awarding bodies will be sent via secure electronic systems
6. Access Arrangements and Special Consideration
· Explicit Consent: The centre will obtain signed consent from candidates (or parents/carers if under 13/16 depending on competency) using the JCQ Data Protection Notice and Candidate Consent Form before processing Access Arrangements via Access Arrangements Online (AAO).
· Secure Storage: All supporting medical or educational psychologist evidence will be stored securely by the Exams Officer/SENCo and will only be accessible to authorised personnel.
7. Data Retention and Security
· Retention Period: In line with JCQ guidelines, examination results, certificates, and core candidate data will be kept indefinitely as a permanent record. Examination scripts and coursework not returned to the centre are retained by awarding bodies according to their own schedules. Internal logs (e.g., access arrangement approvals) will be kept until the deadline for appeals has passed.
· Physical Security: Hard copies of candidate data, certificates, and exam access records will be stored in a locked, secure environment (e.g., the Exams Office safe or locked cabinets).
· Digital Security: Electronic data will be password-protected, encrypted where necessary, and restricted via user-access permissions on the school's MIS.
8. Individual Rights
Under GDPR, candidates and staff have the right to:
· Request access to their personal data via a Subject Access Request (SAR).
· Request rectification of inaccurate data (noting that exam marks/grades must follow the official JCQ appeals process, rather than GDPR data erasure channels).
· Withdraw consent for optional data processing at any time.
9. Breaches and Reporting
Any suspected or confirmed data breach involving examination data will be reported immediately to the DPO and the Head of Centre. If the breach poses a high risk to individuals' rights and freedoms, the centre will notify the Information Commissioner’s Office (ICO) within 72 hours, and notify the affected individuals without undue delay.
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