SARAH ROYLE STUDIOS
DATA PROTECTION POLICY
Policy reviewed and updated: August 2026
Next review: August 2027
Person responsible for this policy: Sarah Royle, Dance Principal
Data Controller: Sarah Royle Studios

1. Purpose of this Policy
Sarah Royle Studios is committed to protecting the privacy and personal information of children, parents/guardians, staff, teachers, volunteers and other individuals whose personal data we process.
This policy explains how Sarah Royle Studios collects, uses, stores, protects and disposes of personal information and how we comply with applicable UK data protection legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
This policy should be read alongside our:
· Privacy Notice for Parents/Guardians and Students;
· Safeguarding and Child Protection Policy;
· Photography, Filming and Marketing Consent arrangements;
· Terms and Conditions;
· Records Retention Schedule;
· Complaints Policy; and
· any relevant contracts with staff, teachers or third-party service providers.
Where appropriate, these documents explain specific aspects of our data protection arrangements in more detail.

2. Our role as Data Controller
Sarah Royle Studios is responsible for deciding why and how personal information is processed.
For data protection purposes, Sarah Royle Studios is therefore the Data Controllerfor the personal information it collects and uses in connection with its dance and performance education services.
Sarah Royle, Dance Principal, has overall responsibility for ensuring that Sarah Royle Studios complies with its data protection responsibilities.
Contact details for data protection enquiries:
Sarah Royle Studios
Data Protection Contact: Sarah Royle, Dance Principal
Email: [INSERT BUSINESS EMAIL]
Address: [INSERT BUSINESS ADDRESS]
Where Sarah Royle Studios uses a third-party organisation to process personal information on its behalf, that organisation may act as a Data Processor. Appropriate arrangements will be put in place where required.

3. Data protection principles
Sarah Royle Studios will handle personal information in accordance with the data protection principles.
Personal data must be:
1. processed lawfully, fairly and transparently;
2. collected for specified, explicit and legitimate purposes;
3. adequate, relevant and limited to what is necessary;
4. accurate and kept up to date where necessary;
5. kept for no longer than necessary;
6. processed securely and protected against unauthorised or unlawful processing, accidental loss, destruction or damage.
Sarah Royle Studios will also be able to demonstrate, where appropriate, that it complies with these principles.

4. What personal information do we collect?
Depending on the circumstances, Sarah Royle Studios may collect and process information relating to children, parents/guardians and other individuals.
Information relating to students may include:
· full name;
· preferred name;
· date of birth;
· home address;
· school or educational setting;
· parent/guardian contact details;
· emergency contact information;
· attendance information;
· class and timetable information;
· examination information;
· competition information;
· performance and event participation;
· photographs and video recordings;
· progress and assessment information;
· information relating to additional needs;
· medical and health information where necessary;
· information relating to allergies, medication or medical conditions;
· safeguarding information where necessary;
· information concerning parental responsibility;
· relevant court orders or restrictions where necessary;
· information required for licences, chaperoning or performance arrangements; and
· other information reasonably necessary to provide our services safely and effectively.
Information relating to parents/guardians may include:
· name;
· address;
· telephone number;
· email address;
· emergency contact information;
· relationship to the student;
· information relating to parental responsibility;
· payment and transaction information;
· information required to administer concessions or refunds; and
· correspondence relating to the student or our services.
We aim to collect only information that is necessary and relevant to the purpose for which it is being collected.

5. Special category data
Some information we process may be classed as special category personal data under data protection law.
This may include information concerning a child's health, medical conditions, disabilities or certain special educational needs.
Special category information is treated with additional care and security.
Where special category data is processed, Sarah Royle Studios will identify:
· an appropriate lawful basis under Article 6 of the UK GDPR; and
· an appropriate additional condition under Article 9 of the UK GDPR.
Where required, Sarah Royle Studios will also comply with the additional requirements of the Data Protection Act 2018.
We will only collect special category information where it is necessary for a legitimate purpose, such as protecting a child's health and wellbeing, meeting their individual needs, safeguarding, administering participation in activities, or complying with legal or regulatory requirements.
Special category information will not be collected simply because it may be useful in the future.
The ICO recommends particular attention to data minimisation and security when processing special category data. I[image: ]Information Commissioner's Office+1

6. Financial and payment information
Payment and financial information is personal data but is not automatically special category data.
Sarah Royle Studios may process payment information for purposes including:
· collecting fees;
· processing bookings;
· issuing invoices;
· processing refunds;
· administering payments;
· maintaining financial records; and
· complying with accounting or other legal requirements.
Payments may be processed through third-party providers such as Stripe or Zettle by PayPal.
Sarah Royle Studios will not normally retain complete payment card details where these are processed securely by a third-party payment provider.
Where financial information is required to establish eligibility for a concession, Sarah Royle Studios will collect only the information reasonably necessary to administer the concession.

7. Lawful bases for processing
Sarah Royle Studios will only process personal data where there is a lawful basis for doing so.
Depending on the circumstances, this may include:
Contract
Processing may be necessary to provide the dance and performance education services agreed with a parent/guardian or student.
This can include:
· registration;
· class administration;
· communication;
· attendance;
· payments;
· invoicing;
· examination administration;
· competition administration; and
· organising participation in agreed activities.
Legal obligation
We may process information where we are legally required to do so.
This may include certain requirements relating to:
· safeguarding;
· child performance licensing;
· chaperoning;
· financial and accounting records;
· insurance;
· lawful requests from competent authorities; and
· other applicable legal requirements.
Legitimate interests
Where appropriate, we may process personal data because it is necessary for our legitimate interests, provided those interests are not overridden by the individual's rights and freedoms.
Examples may include:
· running and administering the school;
· maintaining appropriate records;
· managing enquiries;
· maintaining the security of our systems;
· communicating important information;
· managing complaints;
· protecting our business and participants; and
· preventing or investigating misuse of our services.
Consent
Consent may be used where appropriate, particularly for optional activities such as certain photography, filming or marketing uses.
Where we rely on consent, it will be clear what the individual is consenting to and consent will not be treated as covering unrelated purposes.
Consent can be withdrawn, although withdrawal does not affect processing that took place lawfully before the withdrawal.
Consent will not be used where another lawful basis is more appropriate.

8. Children's information
Sarah Royle Studios recognises that children require particular protection when their personal information is processed.
We will:
· collect information appropriate to the services being provided;
· avoid collecting excessive information;
· take particular care with health, safeguarding and other sensitive information;
· explain processing in an age-appropriate way where appropriate;
· apply appropriate security measures;
· limit access to people who need the information;
· consider the child's best interests where relevant; and
· take additional care when publishing photographs, videos or other information about children.
Where information is processed for safeguarding purposes, consent will not necessarily be required. Data protection law does not prevent appropriate information sharing where there is a lawful basis and sharing is necessary to protect a child. I[image: ]Information Commissioner's Office

9. Photography and filming
Photographs and video recordings may constitute personal data where an individual can be identified.
Sarah Royle Studios may take photographs or video during:
· dance classes;
· rehearsals;
· shows and performances;
· workshops;
· trips;
· competitions;
· fundraising activities;
· promotional events; and
· other activities connected with the school.
The purpose of photography or filming will determine the appropriate lawful basis.
Where photographs or video are intended for optional promotional or marketing purposes, Sarah Royle Studios will seek appropriate permission/consent.
Marketing uses may include:
· the Sarah Royle Studios website;
· social media;
· newsletters;
· promotional materials; and
· other approved publicity.
Photography and marketing permissions will be kept separate from essential registration and contractual arrangements where appropriate.
A refusal to consent to optional marketing photography will not, by itself, be treated as a reason to exclude a child from classes or activities. Where photography or filming is an unavoidable part of a particular event or production, reasonable arrangements will be considered to respect individual permissions as far as practicable.

10. Information sharing
Sarah Royle Studios will only share personal information where there is an appropriate lawful basis and where the sharing is necessary and proportionate.
Depending on the circumstances, information may be shared with:
· parents or guardians where appropriate;
· relevant Local Authorities;
· social care services;
· schools or educational settings;
· health professionals where appropriate;
· safeguarding agencies;
· police or other emergency services where necessary;
· the Imperial Society of Teachers of Dancing (ISTD);
· examination bodies or independent examiners;
· competition organisers;
· third-party dance schools or venues where necessary to administer participation;
· organisations responsible for child performance licences or exemptions;
· chaperone and licensing authorities;
· insurers and insurance providers;
· professional advisers where appropriate;
· payment providers;
· software and administration providers;
· our authorised school administration team; and
· other organisations where required or permitted by law.
Information shared with another organisation will be limited to what is necessary for the relevant purpose wherever possible.

11. Safeguarding information
Safeguarding is a fundamental responsibility of Sarah Royle Studios.
Where there are concerns about a child's safety or welfare, information may need to be shared with safeguarding partners, social care, the police, the Local Authority or other appropriate organisations.
Data protection law does not prevent necessary safeguarding information sharing.
Such information will be handled sensitively and securely and will only be shared with those who have a legitimate need to receive it.
Our Safeguarding and Child Protection Policy provides further information.

12. Information relating to schools and educational settings
Where necessary, Sarah Royle Studios may communicate with a child's school or other educational setting.
This may be necessary for purposes including:
· safeguarding;
· child performance licensing;
· chaperoning;
· participation in agreed activities;
· competitions;
· examinations;
· educational or additional-needs support; or
· other circumstances where information sharing is lawful and necessary.
Information will not be routinely transferred simply because a child attends another school.
Where a legal requirement applies, the relevant information will be provided as required by law.

13. ISTD examinations and competitions
Where a student participates in an ISTD examination or another organised examination or competition, Sarah Royle Studios may need to provide relevant information to the examination body, independent examiner, competition organiser, host school or other relevant organisation.
Information may include, where necessary:
· student's name;
· date of birth;
· address;
· examination information;
· class/category;
· competition status; and
· other information required by the relevant rules or registration process.
Only information necessary for the relevant purpose will be shared.

14. Third-party service providers
Sarah Royle Studios uses third-party systems and service providers to operate the school.
These may include providers such as:
· Membermeister;
· Microsoft/Outlook;
· Constant Contact;
· Stripe;
· Zettle by PayPal;
· website and hosting providers;
· cloud storage providers;
· accounting/payment systems; and
· other providers introduced as the business develops.
Where a provider processes personal data on our behalf, Sarah Royle Studios will take appropriate steps to ensure that the provider provides appropriate safeguards for personal data.
Where required, written data-processing arrangements will be maintained.
Sarah Royle Studios will also consider whether information is transferred outside the UK and will comply with applicable requirements for international transfers.

15. Data security
Sarah Royle Studios takes reasonable and proportionate steps to protect personal information against:
· unauthorised access;
· unlawful processing;
· accidental loss;
· destruction;
· damage;
· alteration; and
· unauthorised disclosure.
Security measures may include:
· secure storage of paper records;
· locked cupboards for confidential physical records;
· password-protected computers and devices;
· individual user accounts;
· appropriate access controls;
· encryption where appropriate;
· secure software systems;
· regular backups;
· secure disposal of confidential records;
· limiting access to people who need the information; and
· maintaining confidentiality among staff, teachers and authorised personnel.
Access to personal information will be restricted according to role and necessity.

16. Email and electronic communications
When sending emails to multiple families or individuals, Sarah Royle Studios will take reasonable steps to protect recipients' contact details.
Where appropriate:
· BCC will be used for group emails;
· individual email addresses will not be disclosed unnecessarily;
· sensitive information will not be included in inappropriate group communications;
· confidential information will be sent only to the appropriate recipient; and
· care will be taken when forwarding or replying to messages.
Staff and authorised personnel must take care to check recipients before sending confidential information.

17. Data breaches
A personal data breach may include:
· sending personal information to the wrong person;
· loss or theft of a device or paper record;
· unauthorised access to a system;
· accidental disclosure;
· hacking or cyberattack;
· loss of confidential documents; or
· unauthorised alteration or destruction of personal data.
All suspected breaches must be reported to Sarah Royle or the person responsible for data protection as soon as possible.
Sarah Royle Studios will:
1. contain and investigate the incident;
2. assess what personal data has been affected;
3. assess the potential risk to individuals;
4. take appropriate steps to reduce or remedy the risk;
5. document the breach and actions taken;
6. determine whether notification to the ICO is required; and
7. notify affected individuals where legally required.
Not every personal data breach must be reported to the ICO.
Where a breach is likely to result in a risk to individuals' rights and freedoms, the ICO must generally be notified without undue delay and, where feasible, within 72 hours of becoming aware of the breach.

18. Retention of personal information
Sarah Royle Studios will not retain personal information for longer than is reasonably necessary for the purpose for which it was collected, unless a longer retention period is required or permitted by law.
There is no single retention period that applies to every type of personal information.
Our retention arrangements will take account of:
· the purpose for which the information was collected;
· legal and regulatory requirements;
· safeguarding considerations;
· insurance requirements;
· accounting requirements;
· examination and competition requirements;
· the possibility of complaints or legal claims; and
· whether the information continues to be necessary.
Different categories of information may therefore be retained for different periods.
Sarah Royle Studios will maintain a Records Retention Schedule setting out appropriate retention periods or criteria for determining them.
When information is no longer required, it will be securely deleted, destroyed or anonymised where appropriate.
The ICO advises that personal data should only be retained for as long as it is needed and that retention periods should be justified and documented. I[image: ]Information Commissioner's Office

19. Individual data protection rights
Subject to applicable legal conditions and exemptions, individuals may have rights including:
· the right to be informed about how their information is used;
· the right to request access to their personal information;
· the right to request correction of inaccurate information;
· the right to request erasure;
· the right to request restriction of processing;
· the right to data portability in applicable circumstances;
· the right to object to certain processing; and
· rights relating to automated decision-making and profiling where applicable.
These rights are not absolute and may depend on the lawful basis and circumstances of the processing.
Requests should be made to Sarah Royle Studios using the data protection contact details above.

20. Requests for access to information
An individual may make a request for access to their personal information.
Sarah Royle Studios will deal with requests in accordance with applicable data protection law.
Where a request concerns a child's information, Sarah Royle Studios will consider:
· the child's age and understanding;
· who is making the request;
· whether the person has parental responsibility;
· the child's wishes and interests where relevant; and
· whether providing the information could adversely affect the child or another individual.

21. Accuracy
Sarah Royle Studios aims to ensure that personal information is accurate and up to date where necessary.
Parents/guardians should notify us of changes to:
· address;
· telephone number;
· email address;
· emergency contacts;
· medical information;
· allergies;
· relevant additional needs; or
· other information that may affect the child's safety or participation.
We may periodically ask parents/guardians to confirm or update their information.

22. Confidentiality
All staff, teachers, volunteers and authorised individuals who have access to personal information are expected to maintain confidentiality.
Personal information must not be disclosed to other parents, students, participants or third parties unless there is an appropriate reason and lawful basis for doing so.
Student names should be kept to the minimum necessary when communicating or publishing information.
Where practical, students may be identified publicly using a first name and last initial rather than their full name.

23. Complaints
Sarah Royle Studios encourages individuals to raise any data protection concerns with us in the first instance.
Complaints or concerns should be directed to:
Sarah Royle
Dance Principal / Data Protection Contact
Email: [INSERT BUSINESS EMAIL]
We will investigate concerns and respond appropriately.
Individuals also have the right to complain to the UK's independent data protection regulator, the Information Commissioner's Office (ICO).
Information Commissioner's Office (ICO)

24. ICO registration and data protection fee
Sarah Royle Studios will assess whether it is required to pay the ICO data protection fee and will maintain its registration where required.
The ICO confirms that controllers may be required to pay an annual data protection fee unless an exemption applies. The requirement and applicable fee depend on the organisation's circumstances. I[image: ]Information Commissioner's Office+1
Sarah Royle Studios will review its position if its processing activities change.

25. Automated decision-making
Sarah Royle Studios does not currently make decisions about children or parents/guardians based solely on automated decision-making.
If this changes, the processing will be reviewed to ensure that applicable data protection requirements are met.

26. Changes to this Policy
This policy will be reviewed at least annually and sooner where necessary, including where:
· data protection legislation changes;
· ICO guidance changes;
· our processing activities change;
· new software or third-party providers are introduced;
· a significant data breach occurs; or
· our safeguarding or operational arrangements change.
Where significant changes affect individuals, appropriate updates will be communicated through the relevant privacy notice or other appropriate communication.

27. Related documents
This policy should be read alongside:
· Privacy Notice for Parents/Guardians and Students
· Photography, Filming and Marketing Consent Form
· Safeguarding and Child Protection Policy
· Terms and Conditions
· Records Retention Schedule
· Complaints Policy
· Data Breach Procedure

28. Review and monitoring
Policy owner: Sarah Royle, Dance Principal
Review frequency: At least annually
Current version: August 2026
Next scheduled review: August 2027
Monitoring of this policy forms part of management and supervision.
All staff, teachers and authorised personnel are expected to follow this policy and report any concerns regarding personal information promptly.
Approved by: Sarah Royle
Date: _____26/08/26_________________
Signature: _________SROYLE_____________
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