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The Georgina Weston Dance Academy Ltd (GWDA) GDPR & Data Protection
Policy

Introduction

Georgina Weston Dance Academy Ltd (GWDA) is committed to protecting the
privacy and personal information of our students, parents/carers, staff and
volunteers.

This policy explains how GWDA collects, stores, uses and protects personal data in
accordance with the UK General Data Protection Regulation (UK GDPR) and the
Data Protection Act 2018.

Georgina Weston, Principal of Georgina Weston Dance Academy Ltd, is the Data
Controller responsible for ensuring that personal data is processed fairly, lawfully and
securely. GWDA is registered with the Information Commissioner's Office (ICO) as
required.

What Data Do We Collect?

When registering with GWDA, we collect information necessary to safely and
effectively provide our dance classes and services.

This may include:

Parent/Guardian name and contact details

Student name and surname

Student date of birth

Home address

Email address

Telephone numbers

Emergency contact details

Medical information, including allergies, injuries or conditions relevant to

participation in dance classes

e Special Educational Needs and Disabilities (SEND) or additional support
information where provided

e Photography and video consent preferences

Parents/carers are responsible for ensuring that the information provided to
GWDA is accurate and kept up to date.
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How Do We Use Your Information?
GWDA uses personal information for the following purposes:

To manage student enrolment and class bookings
To maintain accurate class registers, including emergency contact and
relevant medical information

e To ensure the health, safety and wellbeing of students during classes,
rehearsals and performances
To process invoices and payments
To communicate important information regarding classes, examinations,
performances, workshops, holiday camps and academy updates
To enter students for examinations or assessments where applicable
To comply with safeguarding, insurance and legal requirements
To provide appropriate support for students with medical conditions,
disabilities or additional needs

We will only collect and use information that is necessary for these purposes.

How Do We Store and Protect Your Information?

GWDA takes appropriate steps to keep personal information secure.

Information is stored using secure, password-protected systems and access is
limited to authorised members of staff who require the information to carry out their
role.

Where paper records are required, these are stored securely and disposed of
confidentially when no longer needed.

GWDA uses trusted third-party systems where necessary to support the running of
the academy. These providers are selected carefully and are expected to maintain
appropriate levels of data security.

How Long Do We Keep Your Information?

GWDA will retain personal information only for as long as necessary for the
purposes it was collected and to meet legal, safeguarding, insurance and financial
requirements.

Different types of information may be retained for different periods. For example,
financial records may need to be retained to comply with legal accounting
requirements, while safeguarding records may require longer retention periods.
When information is no longer required, it will be securely deleted or destroyed.
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Sharing Your Information
GWDA will not sell or share personal information for marketing purposes.

Personal information may be shared with trusted organisations where necessary to
provide our services, meet legal obligations or protect the safety and wellbeing of
students.

This may include:

e Examination organisations, such as the Royal Academy of Dance (RAD),
when entering students for examinations

e Theatre venues or performance organisations where required for
performances
Payment, invoicing or accounting providers
Emergency services where necessary to protect an individual's health or
safety

e Relevant authorities where required by law

Only information that is necessary for the specific purpose will be shared.
Photography and Video

GWDA may take photographs and videos during classes, rehearsals, examinations
and performances for educational, promotional or record-keeping purposes.

Parents/carers are asked to provide consent regarding the use of photographs and
videos. Images will only be used in accordance with the permissions provided.

Data Breaches

GWDA takes data security seriously. In the event of a personal data breach, GWDA
will investigate the incident promptly and take appropriate action to minimise any
risk.

Where required by law, GWDA will notify the Information Commissioner's Office
(ICO) within 72 hours of becoming aware of a reportable breach. Individuals affected
will also be informed where there is a significant risk to their rights and freedoms.
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Your Rights Under GDPR

Under UK GDPR, individuals have rights regarding their personal information,
including:

The right to request access to the personal information we hold

The right to request corrections to inaccurate information

The right to request deletion of information where appropriate

The right to restrict or object to certain processing of information

The right to withdraw consent where processing is based on consent

Requests regarding personal information should be made to GWDA, and we will
respond within the required legal timescales.

Individuals also have the right to raise concerns with the Information Commissioner's
Office (ICO) if they believe their data has not been handled appropriately.

Policy Review

This policy will be reviewed regularly to ensure it remains accurate, effective and
compliant with current data protection legislation.
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