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1. Purpose
This policy explains how Lucy’s company collects, uses, stores, and protects personal data in compliance with the UK General Data Protection Regulation (UK GDPR). It ensures transparency and safeguards the rights of children, parents, and guardians.

2. Scope
· Applies to all personal data collected and processed by Lucy’s company.
· Covers data relating to children, parents/guardians, staff, and associates.

3. Principles
· Lucy’s company adheres to the following GDPR principles:
· Lawfulness, fairness, and transparency – Data is processed legally and openly.
· Purpose limitation – Data is collected for specific, legitimate purposes only.
· Data minimisation – Only necessary data is collected.
· Accuracy – Data is kept up to date.
· Storage limitation – Data is retained only as long as necessary.
· Integrity and confidentiality – Data is kept secure.
· Accountability – The company takes responsibility for compliance.

4. Data Collected
· Contact details of parents/guardians (name, phone, email, address).
· Child’s name, age, and relevant support needs (e.g., SEND information).
· Session records (date, time, location, attendance, progress notes).
· Consent forms (e.g., for photography or recording).

5. How Data is Used
· To arrange and deliver art tutoring sessions.
· To communicate with parents/guardians.
· To monitor progress and wellbeing.
· To meet safeguarding and legal obligations.

6. Data Sharing
· Personal data will not be shared with third parties unless required by law or safeguarding concerns.
· If safeguarding concerns arise, data may be shared with local authorities or safeguarding leads.

7. Data Storage & Security
· Records are stored securely (password‑protected digital files or locked paper files).
· Access is restricted to Lucy and authorised personnel.
· Data is deleted or securely destroyed when no longer needed.

8. Rights of Parents/Guardians
Parents/guardians have the right to:
· Access their personal data.
· Request correction of inaccurate data.
· Request deletion of data (unless required for safeguarding/legal reasons).
· Withdraw consent for optional data processing (e.g., photography).

9. Retention
· Session records: retained for 2 years.
· Safeguarding records: retained in line with statutory guidance.
· Contact details: deleted when tutoring ends, unless ongoing communication is agreed.

10. Data Breach Procedure
· Any suspected data breach will be reported to the Information Commissioner’s Office (ICO) within 72 hours if required.
· Parents/guardians will be informed if their data is affected.

11. Policy Review
· This policy will be reviewed annually or sooner if GDPR guidance changes.
· Updates will be communicated to families and staff.
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