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Data Protection and GDPR Policy
Willow Tree Dance and Theatre Arts
1. Purpose
Willow Tree Dance and Theatre is committed to protecting the privacy and personal information of our students, parents/carers, staff, volunteers and other individuals who provide information to us.
This policy explains what personal information we collect, why we collect it, how it is stored and used, who may have access to it and how we protect it.
Willow Tree Dance and Theatre will handle personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, as applicable.
2. What Information Do We Collect?
We collect information that is necessary to safely and effectively operate Willow Tree Dance and Theatre.
This may include:
· Student's full name.
· Student's date of birth, to ensure they are placed in the appropriate class and, where applicable, to meet licensing or performance requirements.
· Parent/carer name and contact details.
· Parent/carer email address and telephone number for necessary communication.
· Emergency contact details.
· Relevant medical, health or additional support information where this is necessary to ensure the student's safety and wellbeing.
· Information relating to allergies, medical conditions or other needs that may affect participation in classes, rehearsals or performances.
· Information required for performances, examinations, trips or other activities.
· Where required for a performance or licensing application, the student's home address, postcode and school details.
We only collect information that is reasonably necessary for the purposes for which it is being collected.
3. Why Do We Collect This Information?
Personal information may be used to:
· Register students and administer classes.
· Communicate with parents/carers.
· Contact parents/carers in an emergency.
· Ensure students can participate safely in classes and activities.
· Meet safeguarding responsibilities.
· Organise examinations, performances, trips and other activities.
· Meet legal and licensing requirements.
· Provide information to relevant local authorities where required for child performance licensing.
· Process payments and maintain appropriate financial records.
· Maintain appropriate records relating to the operation of Willow Tree Dance and Theatre.
Where information is provided for health or medical purposes, it will only be used where necessary to protect the student's health, safety and wellbeing or to meet a relevant legal or safeguarding requirement.
4. Children's Information
As a children's performing arts organisation, we recognise the importance of protecting information relating to children and young people.
We will take particular care when collecting, storing and sharing children's personal information and will only use it for appropriate and legitimate purposes.
Parents/carers are responsible for providing accurate and up-to-date information and informing Willow Tree Dance and Theatre of any relevant changes.
5. Performances and Licensing
When a student takes part in certain performances or activities, Willow Tree Dance and Theatre may be required to provide information to the relevant local authority or other authorised body.
This may include information such as:
· Student's name.
· Date of birth.
· Address and postcode.
· School attended.
· Relevant performance information.
This information may be required to allow Willow Tree Dance and Theatre to comply with legislation and licensing requirements relating to children and young people participating in performances.
Information will only be shared where there is a legitimate requirement to do so.
6. Who Has Access to Personal Information?
Personal information is accessed only by individuals who need it to carry out their role or responsibilities.
This may include:
· The Directors of Willow Tree Dance and Theatre.
· Appropriate teachers, teaching assistants or other staff where access is necessary for the student's safety or the delivery of classes.
· Relevant administrative personnel.
· Relevant local authorities where information is required for licensing or legal purposes.
· Professional organisations or service providers where sharing information is necessary and lawful.
We will not sell personal information or share confidential information for marketing purposes without an appropriate lawful basis or consent where required.
7. How Is Information Stored?
Willow Tree Dance and Theatre takes reasonable steps to protect personal information from unauthorised access, loss, misuse, alteration or disclosure.
Electronic information will be stored using appropriate password protection and security measures.
Where paper records are used, they will be stored securely and access will be restricted to appropriate individuals.
Personal information should not be stored on personal devices or shared through unsecured methods unless there is an appropriate reason and suitable security measures are in place.
8. Keeping Information Accurate
We rely on parents/carers and other individuals to provide accurate and up-to-date information.
Please inform Willow Tree Dance and Theatre if any important information changes, particularly:
· Contact details.
· Emergency contact information.
· Medical or allergy information.
· Changes to a student's circumstances that may affect their participation.
9. How Long Do We Keep Personal Information?
We will not keep personal information for longer than is reasonably necessary.
When a student leaves Willow Tree Dance and Theatre, information that is no longer required will be securely deleted or disposed of.
However, some information may need to be retained for a longer period where there is a legal, safeguarding, financial, insurance or regulatory reason to do so.
For example, financial records may need to be retained to meet accounting or legal requirements.
Safeguarding records will be retained in accordance with appropriate safeguarding requirements and guidance.
10. Data Subject Rights
Under data protection legislation, individuals may have certain rights in relation to their personal information.
Depending on the circumstances, these may include the right to:
· Request access to personal information we hold about them.
· Ask for inaccurate or incomplete information to be corrected.
· Request the deletion of personal information where there is no lawful reason for us to continue holding it.
· Object to certain uses of their information.
· Request restriction of processing in certain circumstances.
· Withdraw consent where consent is the lawful basis for processing.
Some rights are subject to legal exceptions and may not apply in every situation.
Requests relating to personal information should be made to the Directors of Willow Tree Dance and Theatre.
11. Data Breaches
If personal information is accidentally lost, disclosed to the wrong person, accessed without authorisation or otherwise compromised, this should be reported to a Director as soon as possible.
Willow Tree Dance and Theatre will assess the incident and take appropriate steps to protect the individuals affected and comply with any applicable reporting requirements.
12. Confidentiality
Everyone working with or representing Willow Tree Dance and Theatre is expected to respect the confidentiality of personal information.
Personal information must not be discussed, copied, photographed, forwarded or shared with individuals who do not have a legitimate reason to access it.
This requirement continues after an individual stops working or volunteering with Willow Tree Dance and Theatre.
13. Contact
For questions, concerns or requests relating to personal information and data protection, please contact the Directors of Willow Tree Dance and Theatre.
Data Protection Officers: Directors of Willow Tree Dance and Theatre
Policy owner: Willow Tree Dance and Theatre
Date adopted: __________________
Review date: __________________
Approved by: __________________
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