

	
	
	[image: ]



Privacy Notice: PTFE and PLA Funded Courses
Introduction	
ACT Training is committed to protecting and respecting your privacy and we comply with the Data Protection Act 2018 and General Data Protection Regulation 2016 (GDPR). 
This privacy notice sets out the basis on which any personal data we collect from you, or that you provide to us, will be processed by us. Please read the following carefully to understand our views and practices regarding your personal data and how we will treat it. 

This privacy notice sets out the basis on which any personal data we collect from you, or that you provide to us, will be processed by us. Please read the following carefully to understand our views and practices regarding your personal data and how we will treat it.
The following rules on processing of personal data are set out in the General Data Protection Regulation (the “GDPR”)
Definitions
Data controller - A controller determines the purposes and means of processing personal data.
Data processor - A processor is responsible for processing personal data on behalf of a controller.
Data subject – Natural person
Categories of data: Personal data and special categories of personal data
Personal data - The GDPR applies to ‘personal data’ meaning any information relating to an identifiable person who can be directly or indirectly identified in particular by reference to an identifier. 
Special categories personal data - The GDPR refers to sensitive personal data as ‘special categories of personal data’. The special categories specifically include genetic data, and biometric data where processed to uniquely identify an individual. Other examples include racial and ethnic origin, sexual orientation, health data, trade union membership, and political opinions, religious or philosophical beliefs.
Processing - means any operation or set of operations which is performed on personal data or on sets of personal data, whether or not by automated means, 
Third party - means a natural or legal person, public authority, agency or body other than the data subject, controller, processor and persons who, under the direct authority of the controller or processor, are authorised to process personal data.
[bookmark: _Hlk87358652]How we use the data we collect from you 
We process the personal data that you provide us in order to deliver the funded learning programme that you are about to enrol on.  Taking part in this funded training programme is dependent on you providing personal data. ACT Training will be both a data controller and processor of the personal data you provide to us. 
The data you provide us with will be used by the Welsh Government (data Processor) to carry out its public duty to administer and monitor the use of its funds. We may also use the personal data you provide us in the following ways;
· To support your learning 
· To monitor and report on your progress 
· To assess and report on the quality of our services 
· To provide support in line with the program requirements
· To comply with the law and any legal obligations that we may be subject to

[bookmark: _Hlk87362081]With reference to the categories of personal data described in the definitions section, we process the following categories of your data
· Forename 
· Surname
· Date of birth 
· Surname at 16
· Address
· Postcode
· National insurance number 
· National Identity 
· Telephone/mobile number
· E-mail Address
· Gender 
· Last school you attended 
· Learning difficulty or disability indicator 

Additionally, there is data about you which is defined as special category data. We capture the following types of special category data. 
· ethnicity
· disability type
· health condition
Providing this data is optional. 
We will not share information about you with third parties without your consent unless the law allows or requires us to. We may be required to share some of your personal data with:
· Awarding bodies 
· Cardiff & Vale College 
[bookmark: _Hlk87366139]The lawful basis for us processing your data under the general data protection regulations falls under the following;
· Processing necessary in the public interests
· Processing is necessary for the performance of a contract 
We keep your personal data for no longer than reasonably necessary for the fulfilment of our contractual requirements with Welsh Government and awarding bodies.
Retention periods
Work based learning your data will be deleted 10 years after the end of the contract period 
Awarding body (qualification data) your data will be deleted after a period of six years from the end of your learning programme. 
Your rights and your personal data 
· The right to request a copy of the personal data which we hold about you;
· The right to request that we correct any personal data if it is found to be inaccurate or out of date;
· The right to request your personal data is erased (in certain circumstances).
· The right to withdraw your consent to the processing at any time, where consent was the lawful basis for processing the data;
· The right to request that we provide you with your personal data and where possible, to transmit that data directly to another data controller
· The right, where there is a dispute in relation to the accuracy or processing of your personal data, to request a restriction is placed on further processing;
· The right to object to the processing of personal data, (where applicable i.e. where processing is based on legitimate interests (or the performance of a task in the public interest/exercise of official authority); direct marketing and processing for the purposes of scientific/historical research and statistics.
· Lodge a complaint with the Information Commissioner’s office (ICO) who is the independent regulator for data protection 

Awarding Bodies 
You can use the links below to find out more about how awarding bodies manage and use your data when you are enrolled on a programme with them; 
Agored Cymru - http://www.agored.cymru/Learners/Privacy-Statement
ACW - http://fisss.org/quality-assurance/data-use-and-management-policy/
ILM - https://www.i-l-m.com/privacy/learnerpersonaldata
City and Guilds - https://www.cityandguilds.com/help/privacy-statement	
Pearson -  https://www.pearson.com/uk/pearson-privacy-and-you/privacy-policy.html
NCFE - https://www.ncfe.org.uk/customer-and-learner-support/legal-information/privacy-notice/#links
AAT - https://www.aat.org.uk/get-myaat/privacy-policy
IWFM- https://www.iwfm.org.uk/privacy-policy.html 
VTCT - https://www.vtct.org.uk/privacy-policy/
WJEC- https://www.wjec.co.uk/home/privacy-policy/
Ascentis -https://www.ascentis.co.uk/website-privacy-statement
Highfields Qualifications - https://www.highfieldqualifications.com/privacy-policy
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we will provide you with a new notice explaining this new use prior to commencing the processing and setting out the relevant purposes and processing conditions.
Changes to our privacy policy
Any changes we may make to our privacy policy in the future will be posted on the company’s digital platforms. Please check frequently to see any updates or changes to our privacy policy.
How to make a complaint
To exercise all relevant rights, queries or complaints please in the first instance contact our company’s Data Protection Officer. Use the contact information provided below
Data Protection Officer 
ACT Training
Ocean Park House 
East Tyndall Street 
Cardiff 
CF24 5ET 
029 20464727
dataprotection@acttraining.org.uk 

	To contact the Information Commissioner’s Office, please see details below: Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

	029 2067 8400 (Wales helpline) or 0303 123 1113 (UK helpline) 
https://ico.org.uk/
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