
WOODLANDS SCHOOL OF DANCE & FITNESS 
 

Privacy Policy 

Our promises to you: 

1) To be open and honest about the information we collect 

2) To use it only for the specific purposes we’ve told you about 

3) To collect no more than we need for those purposes 

4) To check that it’s accurate and keep it up to date 

5) To keep it for no longer than we need it 

6) To protect your privacy and information 

7) To explain your privacy rights and how to exercise them 

8) To respond quickly to any concerns you raise with us 

9) Treat you and your information fairly and lawfully 

 

What information do we collect and how do we use it? 

We hold the following information about you/your child: 

• First Name and Surname 

• Date of Birth 

• Address 

• Contact telephone number/s 

• Email address 

• Relevant medical information/conditions 

• RAD and/or IDTA pin 

• Subjects dancers currently/have previously 

studied at Woodlands School of Dance 

• Dates/level of previous exams 

• Examination results 

• Clothing sizes (when uniform/clothing is 

ordered) 

• Dietary requirements, if required  

• Photographs and videos, when consent is 

given  

 

We collect information about you/your child to: 

• accept payment for products and services 

• be able to contact you in an emergency 

• contact you via email, telephone or letter regarding information about your classes, exams, performances, 

or other activities we think you might be interested in 

• help protect your health/safety 

• keep class registers for dance/fitness classes 

• make sure we comply to external exam board regulations  

• be able to discuss/review dancers’ previous and future exams with external exam boards  

 

 

Who do we share your personal information with and who can access it? 

We have controls to limit access to your information to: 

a. individual colleagues who need to do their job, such as processing your payments for classes/products, or 

dealing with enquiries and complaints; 

b. External exam boards, including the Royal Academy of Dance (RAD), International Dance Teachers 

Association (IDTA) and Acrobatic Arts (AA), who need it to carry out examinations at Woodlands School of 

Dance. 



If requested, and where it is required or permitted by law, we may provide information to: 

a. Official bodies, such as government agencies, local authorities, regulators and the police, who are authorised 

to request information where it is necessary for their lawful purposes; 

b. Woodlands School of Dance’s Advisers, including accountants  

c. Other organisations such as law firms or insurance companies acting on behalf of individuals, who may 

request evidence containing personal information, to support a claim in relation to an incident or accident 

involving their client at Woodlands School of Dance premises.  

 

Where do we store and process your information? 

Information is stored and processed on computers operating in the UK only. Hard copies may also be kept in secure 

locations. 

 

How do we protect and secure it? 

Woodlands School of Dance has policies in place to make sure personal information is protected, including physical, 

administrative, and technical safeguards. These measures may include encryption, access controls, information 

security technologies, policies, procedures and other information security measures to help protect your 

information.  

When buying new computer systems and processes we look at ways to identify and mitigate potential security risks 

and then monitor our security systems to help protect your information.  

 

How long do we keep your information? 

Unless otherwise stated, we will keep your personal information for 2 years, then we will securely delete it.  

 

Why are we allowed to collect and use your information? 

The reason depends on the particular activity we use your information for. We can collect your information if one of 

the following applies: 

a. You have specifically given us your permission (the law calls this “consent”). Where we need your consent to 

use your information for a particular purpose, we must be able to show that the consent is: 

• Specific – we have to tell you exactly what activity your consent covers. 

• Informed – we have to provide you with clear details of what you are consenting to. 

• Freely-given – you must have a genuine choice. 

• Unambiguous – this means that you must have clearly indicated your wishes by confirming your 

agreement to a statement (e.g. by ticking a box) or taking some positive action to show that you 

intended to give your consent.  

We will need your consent for the following activities – we will always make it clear at the time: 

• Certain situations where you share sensitive personal information about yourself, such as your 

health. 

• If we photograph/video you/your child for promotional purposes, at events/workshops. 

b. We need to use your information to meet our contractual obligations to you. This applies where: we collect 

your credit or debit card details to take payment for something you are buying from us. 

• We collect your name, clothing size and other details to enable us to provide uniform/clothing. 

• We collect your name, age and exam information to record class attendance. 

• We use your address and contact details to send you information regarding products paid for, such 

as classes, uniform/costumes, productions, examinations. 



c. We need to use your information to enable us to run our business successfully (the law calls it “legitimate 

interests”). 

• We can do this if we can show that there is little or no risk to you or your personal information 

rights. 

• Businesses that sell directly to customers and consumers need to advertise and market their 

products and services.  

d. We need to use your information to comply with a law which we are subject to or we are legally obligated to 

do so. Where the law tells us that we need to use certain information, then we are allowed to do so, as long 

as we only use it for that purpose.  

 

Your Personal Information Rights and how to exercise them 

We want to make sure it’s easy for you to take control of your personal information.  

➢ Right to access your personal information 

• You can request access to your personal information at any time. This should be done via email, or in 

writing. We’ll confirm that we have received your request and let you know if we need anything else 

from you, we will then provide you with copies within a month.  

➢ Right to have inaccuracies corrected 

• Each half term, when fees are paid, we will ask you to check the personal information you have 

provided, and update if necessary. If any of your personal information changes, you have the right to 

have this corrected. 

➢ Right to have your personal information deleted (“Right to be Forgotten”) 

• You can ask us to erase or delete your personal information. We will delete your information, except 

for information that we need to keep for legal reasons. 

➢ Right to prevent processing of your information 

• You can ask us to stop using your personal information but to keep it if you need it for some reason, 

e.g. if you’re making a claim. 

➢ Right to prevent direct marketing 

• You can ask us to stop sending you emails, texts, telephone calls or post at any time. This is to be 

done via email or in writing.  

➢ Right not to be profiled for marketing purposes 

➢ Right to have your information transferred to another service provider (“Right to Data Portability”) 

• You have the right to as us to transfer your information to another organisation. Just let us know 

what information you want us to include and who you want us to send it to.  

➢ Right to make a complaint to the regulator – the Information Commissioner’s Office (ICO)  

• You can raise any concerns you may have about our handling of your personal information by email 

or in writing. If you are not happy with the outcome, you have the right to raise your concern with 

the Information Commissioner’s Office (ICO), who will help to enforce if we slip up. You can find a 

complaint form on their website: www.ico.org.uk  

➢ Right to be notified of a personal data breach  

• In the unlikely event of a data breach, we will report it to the ICO within 72 hours of becoming aware 

of the breach. Where there is a high “risk to the rights and freedoms of individuals” as a result of a 

breach, you will also be notified without undue delay.  

 

 

 

 

 

http://www.ico.org.uk/


Contact us 

You can contact us if you have any questions or concerns about our handling of your personal information, or if you 

wish to make a complaint. 

By Email:      woodlandsschoolofdance@gmail.com 

By Post:        620 Bristol Road South 

         Units 3 & 4 Northfield Trading Estate 

         Northfield 

         Birmingham 

         B31 2JR 

 

 


