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Introduction
Newells School Trust Ltd T/A Handcross Park School is committed to protecting and respecting
your privacy.

This privacy statement is to help you understand how and why we collect your personal information
and what we do with that information. It also explains the decisions that you can make about your
own information.

It only relates to how we use information which is collected when you visit our website.
For information about how the School uses personal information in other contexts please see our
privacy notices which can be found by contacting the Bursary.

What do we mean by "personal information'?

Personal information is information about you and/or your child from which you/your child can be
identified. If information has been anonymised it is not personal information. For example, your
name, contact details and payment details.

What personal information is collected by us through the website?
We collect and process the following personal information about you in connection with your use of
our website:

¢ Information you give us: This is information about you that you give us by filling in forms on our
website. It includes information you provide when you register to use our website, subscribe to
a service and when you report a problem with our website. The information you give us may

include your:
O hame
o address

o email address

o phone number

o financial and credit card information

¢ Information we collect about you: With regard to each of your visits to our website we may
automatically collect the following information:

o technical information, including the Internet protocol (IP) address used to connect your
computer to the Internet, your login information, browser type and version, time zone
setting, browser plug-in types and versions and operating system and platform

o information about your visit, including the full Uniform Resource Locators (URL),
clickstream to, through and from our site (including date and time), services you viewed
or searched for, page response times, download errors, length of visits to certain pages,



page interaction information (such as scrolling, clicks, and mouse-overs), methods used
to browse away from the page and any phone number used to call us
e Cookies: Our website uses cookies to distinguish you from other users of our website. This
helps us to provide you with a good experience when you browse our website and also allows
us to improve our website.
e Required information: we indicate on our website forms what information is mandatory. If you
do not provide this mandatory information then we may not be able to provide the services you
have requested.

Why do we use your personal information?
We use information held about you in the following ways:

¢ Information you give to us: we will use this information to:
o carry out our obligations arising from any contracts entered into between you and us
and to provide you with the information and services that you request from us
o notify you about changes to our service
o ensure that content from our website is presented in the most effective manner for you
and for your computer
¢ Information we collect about you: we will use this information:
o to administer our site and for internal operations, including troubleshooting, data
analysis, testing, research, statistical and survey purposes
O to improve our site to ensure that content is presented in the most effective manner for
you and for your computer
o as part of our efforts to keep our website safe and secure.

Where we store your personal data

All information you provide to us is stored on our secure servers. Where we have given you (or
where you have chosen) a password which enables you to access certain parts of our site, you are
responsible for keeping this password confidential. We ask you not to share this password with
anyone.

Unfortunately, the transmission of information via the internet is not completely secure. Although
we will do our best to protect your personal data, we cannot guarantee the security of your data
transmitted to our site; any transmission is at your own risk. Once we have received your
information, we will use strict procedures and security features to try to prevent unauthorised
access.

Sharing personal data with third parties
We may occasionally share your personal information:

o With local authorities, the Independent Schools Inspectorate, the Department for Education,
the Police or our legal advisers where, for example, we have any safeguarding concerns

o With our insurance company, for example, where there is a serious incident at the School

o With other companies and organisations for the purposes of fraud protection and credit risk
reduction

For how long do we keep your information?

We keep your information for as long as we need to in order to provide services to you and
educate and look after your child. We will keep some information after your child has left the
School, for example, so that we can find out what happened if you make a complaint.



In exceptional circumstances we may keep your information for a longer time than usual but we
would only do so if we had a good reason and only if we are allowed to do so under data protection
law.

Please see our Data and Recordkeeping Policy. This is available on request from the Bursary.

Our legal grounds for using your information

Where we have a contract with you we are allowed to use information about you where this is
necessary so that we can carry out our obligations under that contract. We are also entitled to use
your information in order to take steps you have requested prior to entering into the contract.

Unless this would be unfair to you, we have a legitimate interest in using your information in order
to improve and maintain our website and make it available to you.

Occasionally, we may need to use your information in connection with legal disputes or where we
have a legal obligation to share your information.

We may use your information to perform tasks in the public interest, such as facilitating the efficient
operation of the School and ensuring that we comply with all of our legal obligations.

What decisions can you make about your information?
From May 2018 data protection legislation gives you a number of rights regarding your information.
Some of these are new rights whilst others build on your existing rights. Your rights are as follows:

. Rectification: if information is incorrect you can ask us to correct it.

. Access: you can also ask what information we hold about you and be provided with a copy.
This is commonly known as making a subject access request. We will also give you extra
information, such as why we use this information about you, where it came from and what
types of people we have sent it to.

. Deletion: you can ask us to delete the information that we hold about you in certain
circumstances. For example, where we no longer need the information.
. Portability: you can request the transfer of your information to you or to a third party in a

format that can be read by computer. This applies where (2) the information has been
provided by you; (b) the basis that we are relying on to process your information is consent
or contract; and (c) the information is being processed by us on computer.

. Restriction: our use of information about you may be restricted in some cases. For
example, if you tell us that the information is inaccurate we can only use it for limited
purposes while we check its accuracy.

. Object: you may object to us using your information where:

o we are using it for direct marketing purposes;

o the legal basis on which we are relying is either legitimate interests or performance of a
task carried out in the public interest; or

o we are using it for historical or scientific research purposes or archiving purposes. For
example, we may keep photographs of you at a School event for historical reasons.

The Bursar can give you more information about your data protection rights.

Further information and guidance

This privacy statement is to explain how we use your personal information collected when you visit
our website. The Bursar is the person responsible at the School for managing how we look after
personal information and deciding how it is shared.



Please speak to the Bursar if:

® You object to us using your information for marketing purposes e.g. to send you information
about School events. We will stop using your information for marketing purposes if you tell us
not to.

e You would like us to update the information we hold about you.

e You would prefer that certain information is kept confidential.

If you consider that we have not acted properly when using your personal information you can
contact the Information Commissioner's Office - ico.org.uk.

How to get in touch
e Call us on: 01444 400526
e Email: bursar@handxpark.com

e Write to: The Bursar, Handcross Park School, London Road, Handcross, West Sussex,
RHI176HF



