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This privacy notice provides you with details of how we collect and process your personal data. It applies to any information you may provide to us when you register as a
new pupil, sign up for any event, purchase a product, sign up to our newsletter and any other services referred to in this Privacy Information Notice.

Sinclair School of Highland Dancing Limited ('SSHD") (referred to as “we”, “us” or “our” in this privacy notice) is the data controller and we are responsible for your persona
data.

‘Personal Data’ refers to your own personal data and/or the personal data of your child who is either currently or previously enrolled as a pupil with SSHD.
You' refers to yourself and, if under the age of 16, your child who is either currently or previously enrolled as a pupil with SSHD.

1. WHO WE ARE
Our full details are:

Sinclair School of Highland Dancing Limited

Email address: sinc|oirhiqh|onddoncinq@qmoi|,com

Postal address:

19 Kepplestone Avenue
Aberdeen

AB15 7XF

Telephone number: 07432 850964

If you are not happy with any aspect of how we collect and use your data, you have the right to complain to the Information Commissioner’s Office (ICO), the UK
supervisory authority for data protection issues (www.ico.org.uk). We encourage you to contact us first so we can attempt to resolve your concern.

It is very important that the information we hold about you is accurate and up to date. Please let us know if at any time your personal information changes by emailing us

at sinc|oirhiqh|onddoncinq@qmoi|.com

2. WHY WE NEED TO COLLECT, USE AND PROCESS PERSONAL INFORMATION

We collect personal information from you when you apply for yourself or your child to join SSHD and in order to deliver our service to the correct standard. When you
complete an enrolment form to become a pupil within SSHD, you understand that we will be processing your personal data for the purposes set out above.

3. WHAT DATA DO WE COLLECT ABOUT YOU
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Personal data means any information capable of identifying an individual. It does not include anonymised data.
We may process certain types of personal data about you as follows:

« |dentity Data may include your first name, last name, username, date of birth and title.

« Contact Data may include your address, email address and telephone numbers.

+ Other Data may include next of kin, PVG status, any applicable medical conditions should you wish to disclose that would impact your wellbeing during class.
« Transaction Data may include details about your previous exams and your payment history.

+ Usage Data may include information about how you use our website, products and services.

Marketing and Communications Data may include your preferences in receiving marketing communications from us and your communication preferences.

Sensitive Data

We do not collect any Sensitive Data about you. Sensitive data refers to data that includes details about your race or ethnicity, religious or philosophical beliefs, sex life,
sexual orientation, political opinions, trade union membership, information about your health (excluding as above) and genetic and biometric data. We do not collect any
information about criminal convictions and offences.

Where we are required to collect personal data by law, or under the terms of our agreement to provide our products and services (“the contract”) between us, and if you do
not provide us with that data when requested, we may not be able to perform the contract (for example, an emergency contact telephone number). If you don't provide us
with the requested data, we may have to cancel your class place, a product or service you have enrolled for but if we do, we will notify you at the time.

4. HOW WE COLLECT YOUR PERSONAL DATA

We collect data about you through a variety of different methods including:
« Direct interactions: You may provide data by filling in forms (such as your registration or renewal) or by communicating with us by post, phone, email or otherwise,
including when you:

« take part in events;

« subscribe to receive any information;

« give us feedback.

+ Automated technologies or inferactions:

Our website is for information delivery only. We do not collect, store or process any direct personal data through our website or related platforms. Our website is hosted by
1&1 Internet Limited, they may automatically collect Technical Data about your equipment, browsing actions and usage patterns when visiting the site. Details of their privacy
notice can be found at h‘r‘rps://www]ond]‘co,uk/ferms—qfc/Termsfprivocv/

We utilise online cloud software (Membermiester) to collect and maintain our enrolment/pupil/parent information. Details of their privacy notice can be found at
h‘r‘rps://secure,membermeis‘rer.com/privocv
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« Third parties or publicly available sources: We may receive personal data about you from various third parties and public sources as set out below:
« Website analytics providers such as Google based outside the EU;
« Publicly available social media platforms such as Facebook, LinkedIn, Google+, Instagram, Twitter, based outside the EU.
« Contact, Financial and Transaction Data from providers of technical, payment and delivery services such as our online banking platform. This data is not shared
with anyone and is only used for conducting business with our existing clients, for example for the purposes of invoicing and receiving and/or sending payment.

Where data is transferred outside the UK, we ensure appropriate safeguards are in place, such as standard contractual clauses.

5. HOW WE USE YOUR PERSONAL DATA

We will only use your personal data when legally permitted. The most common uses of your personal data are:

+ Where we need to perform the contract between us.
« Where it is necessary for our legitimate interests (or those of a third party) and your interests and fundamental rights do not override those interests.
« Where we need to comply with a legal or regulatory obligation.

Generally, we rely upon: -
e Consent;
e Performance of a contract with you; or
e |t being necessary to comply with a legal obligation as a legal ground for processing your personal data.

Where we collect data relating to children, this is provided by a parent or guardian who has authority to do so.
You have the right to withdraw consent at any time by emailing us at sinc|oirhigh|0no|doncing@gmoi|.com4

Purposes for processing your personal data

Set out below is a description of the ways we intend to use your personal data and the legal grounds on which we will process such data. We have also explained what our
legitimate interests are where relevant.

We may process your personal data for more than one lawful ground, depending on the specific purpose for which we are using your data. Please email
sinc|oirhig|’1|ono|o|oncing@gmoiLcom if you need details about the specific legal ground we are relying on to process your personal data where more than one ground has
been set out in the table below.

Purpose/Activity Type of data Lawtul basis for processing

To register you as a pupil of SSHD (a) Identity Pertormance of a contract with you
(b) Contact
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a) ldentity Performance of a contract with you
(b) Contact

(c) Financial

(d) Transaction

(e) Marketing and

Communications

To process and deliver you our services

To administer and protect our business (a) ldentity (a) Necessary for our legitimate interests
(b) Contact for running our business, provision of
(c) Technical administration and IT services, network

security, to prevent fraud and in the context
of a business reorganisation or group
restructuring exercise

(b) Necessary to comply with a legall
obligation

Marketing communications

We will on|y send morke’ring communications where you have given exp|ici’r consent (For exomp|e, by ’ricking an opt-in box on our enrolment Form).

You can ask us to stop sending you email communication messages and/or remove you e-mail address on file at any time by following the by emailing us
at sinc|oirhigh|onddoncing@gmoi|.com.

Where you opt out of receiving our email communications, this will not apply to personal data provided to us as a result of your continued enrolment with SSHD.

Change of purpose
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We will only use your personal data for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is
compatible with the original purpose. If you wish to find out more about how the processing for the new purpose is compatible with the original purpose, please email us at
sinc|oirhigh|ono|o|oncing@gmoiLcom.

If we need to use your personal data for a purpose unrelated to the purpose for which we collected the data, we will notify you and we will explain the legal ground of
processing.

We may process your personal data without your knowledge or consent where this is required or permitted by law.
6. DISCLOSURES OF YOUR PERSONAL DATA
We only share your personal data with BATD as set out below for the purposes of examinations:

British Association of Teachers of Dance:
The third party that information is shared with is the BATD for exam purposes; this is provided on a non-electronic basis and consists of Child Name, Date of Birth and Gender.
BATD have confirmed that they have their own policy (available at https://batd.co.uk) and will respect the security of your personal data and to treat it in accordance with the law.

We ensure all third-party service providers process your data in accordance with data protection law and under appropriate agreements.
7. DATA RETENTION

Information will only be held for as long as is necessary to meet any legal, regulatory or fraud prevention requirements and for our lawful business processing. To determine
the appropriate retention period for personal data, we consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from unauthorised use or
disclosure of your personal data, the purposes for which we process your personal data and whether we can achieve those purposes through other means, and the applicable
legal requirements. We regularly review our records to ensure that we only retain your personal information for as long as necessary for the purposes set out in the privacy
notice.

8. DATA SECURITY

We have put in place appropriate security measures to prevent your personal data from being accidentally lost, used or accessed in an unauthorised way, altered or
disclosed. In addition, we limit access to your personal data to only those who have a business need to know such data. Such individuals are subject to a duty of
confidentiality.

We have put in place procedures to deal with any suspected personal data breach and will notify you and any applicable regulator of a breach where we are legally
required to do so.

How do we store information?
We store information in both paper and digital formats. The paper copy protects the information held by SSHD from the potential risk of a technological failure with our
computer. The digital copy protects the information held by SSHD from physical damage e.g. Fire or water damage.

The controls in place for ensuring security of personal data:
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- Individual electronic files where the information is held are password protected.
- The Macbook Pro on which the data is held has its Firewall switched on
- The user profile in which the files are saved is also password protected.

- The primary broadband connection will be route through the Apple Airport device which is linked to the BT Broadband at SSHDs registered office (19 Kepplestone Avenue,

Aberdeen, AB15 7XF)

- We take reasonable steps to ensure third-party systems meet appropriate security standards.
- Information provided on paper forms such as registration information is kept in a locked filing cabinet at 19 Kepplestone Avenue, Aberdeen, ABI15 7XF.

9. YOUR LEGAL RIGHTS

Under certain circumstances, you have rights under data protection laws in relation to your personal data. These include the right to:
« Request access to your personal data.

« Request correction of your personal data.

+ Request erasure of your personal data.

+ Object to processing of your personal data.

+ Request restriction of processing your personal data.

+ Request transfer of your personal data.

+ Right to withdraw consent.

You can see more about these rights at:
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/

If you wish to exercise any of the righfs set out cabove, |o|ectse email us at sinc|oir|’1iqh|cmo|c|oncinq@qm0i|‘com

You will not have to pay a fee to access your personal data (or to exercise any of the other rights). However, we may charge a reasonable fee if your request is clearly
unfounded, repetitive or excessive. Alternatively, we may refuse to comply with your request in these circumstances. You also have the right to lodge a complaint with the
Information Commissioners Office (ICO) for data protection matters.

10. OTHER SITES AND SOCIAL MEDIA

Our website may include links to third-party websites, plug-ins and applications. Clicking on those links or enabling those connections may allow third parties to collect or
share data about you. We do not control these third-party websites and are not responsible for their privacy statements. When you leave our website, we encourage you to
read the privacy notice of every website you visit.

1. CHANGES TO OUR PRIVACY NOTICE
We may change, modify or adjust this Privacy Information Notice, however we will not reduce your rights. Any changes made in the future will be available on our website.
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12. CONTACT US

your persona do‘rcu, |o|eose contact us at sinc|oirhiqh|cmo|o|cmcinq@qmoi .com

We take your privacy and protection of your personal information very seriously. If you have any concerns, questions or comments about the way we are collecting or using
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