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GDPR Compliance
Introduction
In May 2018, the General Data Protection Regulation (GDPR) became effective. The GDPR aims to protect the rights of privacy of every EU resident, giving them a greater say as to how their data is used. It also places responsibilities on every person, business or organisation that collects personal data, to ensure that this data is managed appropriately and is held securely
This policy outlines how LB Maths Specialists will handle all your private information to meet the requirements of GDPR.

Parents
What information will be held by LB Maths Specialists?
In order for us to tutor effectively, we need to hold the following information:
· Contact details of parents/carers
· Emails/addresses
· Text messages/WhatsApp messages
· Data provided about educational needs/school targets/test results
· Progress 
If you would like to change, update or remove this information at any time, please contact Lucy.




Will my information be kept confidential?
Any information given to me, either verbally or in writing, regarding you, your child or your family, will be treated as confidential.
I, Lucy Bishop, have registered with the Information Commissioner’s Office (ICO) and am aware of my responsibilities under General Data Protection Regulations (GCPR) and the Data Protection Act, 2018.
Any information in relation to you or your child is stored:
· In the contacts in a phone – this is protected by face recognition/PINs
· On google drive – password protected cloud storage
· On Tutorbird – password protected online platform for scheduling
Nothing kept in paper form or saved locally on a personal laptop.

Can any information about my child be discussed or shared with anybody outside LB Maths Specialists?
Information about your child will not be discussed with anyone else, except those named on initial agreements (namely parents/carers and another tutor). 
Exceptions can be made where written permission has been given to speak to a named individual either as a one-off or an ongoing basis eg: a grandparent, school or another tutor your child might be working with. If these permissions have been given, they can be withdrawn at any time and in that circumstance, no further communication will be made. 
I will, however, divulge confidential information to the relevant authorities if there appears to be a safeguarding issue that potentially affects a child’s welfare and/or safety

How long will I store your information?
Information that must be kept for an extended period:
Anything relating to safeguarding, accidents or incidents must by law be held until the child reaches 21 years and three months of age. 
Contracts, consent forms, information sheets, invoices and payment information must be held for seven years.
All other information can be routinely deleted or destroyed once the child is no longer a tutee at the request of a parent/carer. Without this request, the data will be held for 2 years. This is so it is available should it be needed by the parent/carer for other parties e.g. Schools/colleges or references for the child.
I may also contact parents/carers for references or recommendations.

What is a parent/carer’s responsibility regarding confidentiality?
During the course of our working relationship, you will most likely find out information about myself and my family. This information should also be kept confidential in order to respect my family’s privacy. Parents/carers should not discuss any personal information they see, hear or are informed about, with anyone else. 
For more information about your full data rights, please take a look at the Information Commissioner's Office (ICO) website

Tutors
What information will be held by LB Maths Specialists?
In order for us to work together effectively, LB Maths Specialists need to hold the following information:
· Contact details 
· Emails
· Text messages/WhatsApp messages
· Bank details 
· Proof of ID and address - passport or driving license
· Up to date CV
· DBS number (include a scan of your latest certificate if you are not on the update service)
· QTS certificate
· 2 references – any previous employers
· Signed tutor contract
· Completed essential information form
· Short bio with a clear photograph
If you would like to change, update or remove this information at any time, please contact Lucy.

Will my information be kept confidential?
Any information given to me, either verbally or in writing, will be treated as confidential.
I (Lucy Bishop) am registered with the Information Commissioner’s Office (ICO) and am aware of my responsibilities under General Data Protection Regulations (GCPR) and the Data Protection Act, 2018.
Any information in relation to you is stored:
· In the contacts in my phone – this is protected by face recognition
· On google drive – password protected cloud storage
· On Tutorbird – password protected online platform for scheduling
Nothing is kept in paper form or saved locally on a personal laptop.

Can any information about myself be discussed or shared with anybody outside LB Maths Specialists?
Information will not be discussed with anyone else, except for sharing your bio, first name and essential information with potential families.
If you would like to change, update or remove this exception at any time, please contact Lucy.




How long will LB Maths Specialists store your information?
Information that must be kept for an extended period:
Anything relating to safeguarding, accidents or incidents involving you and a child, must by law be held until the child it involves reaches 21 years and three months of age. 
Contracts, consent forms, information sheets, invoices and payment information must be held for seven years.
All other information can be routinely deleted or destroyed once you are no longer working with LB Maths Specialists. Without this request, data will be held for 2 years. This is so we can contact you with any potential future work.

What is the tutor’s responsibility regarding confidentiality?
During the course of our working relationship, you will most likely find out information about myself and my family. This information should also be kept confidential in order to respect my family’s privacy.
Ensure that all data about your student(s) is stored centrally on Tutorbird.
All communication should be done via your lbmaths.com email address and within the WhatsApp group set up by Lucy.
These should be deleted from your device when requested by LB Maths Specialists.
As contractors, tutors should ensure that they are aware of their own responsibilities regarding GDPR and registration with the ICO.
 
For more information about your full data rights, please look at the Information Commissioner's Office (ICO) website

