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Privacy Policy.

1. Contact Details
2. Type of information we collect.
3. How we get it and why.
4. How we store your information.
5. How to complain. 
6. The Privacy Policy in relation to your apprenticeship.


1. Our contact details. 
Name: 		Richard Holmden
Address:		Unit 59 Capital Business Centre\n22 Carlton Road CR2 0BS 
Phone Number: 	02038 704 836
E-mail:		info@city-skills.com


2. The type of personal information we collect:
We currently collect and process the following information:
· Personal identifiers, contacts and characteristics (for example, name and contact details)
· Name
· Address
· Email
· Telephone
· Job title
· In the case of Apprentices & learners we may also collect information such as
· Ethnicity
· Date of Birth
· Work History


· National Insurance Number
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3. How we get the personal information and why we have it:
Most of the personal information we process is provided to us directly by you for one of the following reasons:
· To contact people to satisfy an enquiry made from an advertisement or general service enquiry. This information allows us to respond in a more specific manor to the enquiry.

· In the case of apprentices we require this information to claim government funding.
We also receive personal information indirectly, from the following sources in the following scenarios:
· When an apprentice identifies their line manager and provides us with their contact details so we may contact them for key information and updates to satisfy funding rules
In the case of Apprentices and Learners we may share this information with the Department for Education/Education and Skills Funding.


Under the General Data Protection Regulation (GDPR), the lawful bases we rely on for processing this information are:
(a) Your consent. You are able to remove your consent at any time. You can do this by contacting info@city-skills.com

(b) We have a contractual obligation.

(c) We have a legal obligation.

(e) We need it to perform a public task.

(f) We have a legitimate interest.


4. How we store your personal information:

Your information is securely stored though password protected IT systems and databases. Online security and Anti-virus software is in place for all systems.
We keep your personal details for the duration of your enquiry. In the case of apprentices and learners we store information for a total of 7 years after your course has concluded. We will then dispose of your information through permanent digital deletion.


Your data protection rights
Under data protection law, you have rights including:
Your right of access - You have the right to ask us for copies of your personal information.
Your right to rectification - You have the right to ask us to rectify personal information you think is inaccurate. You also have the right to ask us to complete information you think is incomplete.
Your right to erasure - You have the right to ask us to erase your personal information in certain circumstances.
Your right to restriction of processing - You have the right to ask us to restrict the processing of your personal information in certain circumstances.
Your right to object to processing - You have the right to object to the processing of your personal information in certain circumstances.
Your right to data portability - You have the right to ask that we transfer the personal information you gave us to another organisation, or to you, in certain circumstances.
You are not required to pay any charge for exercising your rights. If you make a request, we have one month to respond to you.
Please contact us at info@city-skills.com if you wish to make a request.


5. How to complain
If you have any concerns about our use of your personal information, you can make a complaint to us at:


Address: Unit 59 Capital Business Centre, 22 Carlton Road CR2 0BS Phone Number: 02038 704 836
E-mail: info@city-skills.com











6. The Privacy Policy relating to Apprentice’s work. 

Whilst it is essential for City Skills to manage your sensitive information, it is equally important for you to manage the information you share in your apprenticeship coursework. It would be a data breach if you shared sensitive information in your assignments or portfolio of evidence, which is submitted to the awarding organisations for your end point assessments. 

It is your responsibility as the apprentice, to check the evidence you submit, does not contain any personal information about your workplace, the business or employees who work in your company. This also applies to all external stakeholders, including your customers or clients.

Here are some examples of ways to make your assessment evidence safe:
· Blank out any personal information such as contact details, email addresses and names. 
· Replace personal information with a fake detail such as Joe Bloggs or example 1. 
· Sign post your evidence and state it is stored in (name location) file at work and ask a manager to write a witness testimony explaining the piece of evidence, what is it/how you use(d) it and so on. Ensuring the sign, date and write their relationship to you clearly on the statement. You can write a learner statement to do the same thing alongside the witness testimony. Please ask your Development coach for a Witness Testimony form and learner statement form. Alternatively, you can simply create a clearly titled document for the same purpose. 
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