PRIVACY POLICY including GDPR

The SCHOOL OF STITCHED TEXTILES ("We") are committed to protecting and respecting
your privacy.

This policy (together with our terms of use and any other documents referred to on it) sets out
the basis on which any personal data we collect from you, or that you provide to us, will be
processed by us. Please read the following carefully to understand our views and practices
regarding your personal data and how we will treat it. By visiting www.sofst.org you are
accepting and consenting to the practices described in this policy.

The rules on processing of personal data are set out in the General Data Protection Regulation
(the “"GDPR").

Definitions
Data controller - A controller determines the purposes and means of processing personal
data.

Data processor - A processor is responsible for processing personal data on behalf of a
controller.

Data subject — Natural person
Categories of data: Personal data and special categories of personal data

Personal data - The GDPR applies to ‘personal data’ meaning any information relating to an
identifiable person who can be directly or indirectly identified in particular by reference to an
identifier (as explained in Article 6 of GDPR). For example name, passport number, home
address or private email address. Online identifiers include IP addresses and cookies.

Special categories personal data - The GDPR refers to sensitive personal data as ‘special
categories of personal data’ (as explained in Article 9 of GDPR). The special categories
specifically include genetic data, and biometric data where processed to uniquely identify an
individual. Other examples include racial and ethnic origin, sexual orientation, health data, trade
union membership, political opinions, religious or philosophical beliefs.

Processing - means any operation or set of operations which is performed on personal data
or on sets of personal data, whether or not by automated means, such as collection, recording,
organisation, structuring, storage, adaptation or alteration, retrieval, consultation, use,
disclosure by transmission, dissemination or otherwise making available, alignment or
combination, restriction, erasure or destruction.

Third party - means a natural or legal person, public authority, agency or body other than the
data subject, controller, processor and persons who, under the direct authority of the controller
or processor, are authorised to process personal data.

Who are we?

School of Stitched Textiles is the data controller. This means we decide how your personal data
is processed and for what purposes. Our contact details are: Eccles Farm Needlecraft Ctr, Eccles
Lane, Bispham L403SD. For all data matters contact our head office email on info@sofst.org in
the first instance.

The categories of personal data concerned

With reference to the categories of personal data described in the definitions section, we
process the following categories of your data:

The purpose(s) of processing your personal data
We use your personal data for the following purposes:


mailto:info@sofst.org

o Information you give us. You may give us information about you by filling in forms on
our site www.sofst.org (our site) or by corresponding with us by phone, e-mail or
otherwise. This includes information you provide when you register to use our site,
subscribe to our service, search for a product, place an order on our site, participate in
discussion boards, comment on blog posts or other social media functions on our site, enter
a competition, promotion or survey, Express an Interest in our courses and when you report
a problem with our site. The information you give us may include your name, address, e-
mail address and phone number, financial and credit card information, personal description
and photograph, coursework, photographs of existing work.

« Information we collect about you. With regard to each of your visits to our site we
may automatically collect the following information:

e 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, operating system and
platform;

e information about your visit, including the full Uniform Resource Locators (URL)
clickstream to, through and from our site (including date and time); products 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), and methods used to browse away from the page and any phone number
used to call our customer service number.

¢ Information we receive from other sources. We may receive information about you
if you use any of the other websites we operate or the other services we provide. In this
case we will have informed you when we collected that data that it may be shared internally
and combined with data collected on this site. We are also working closely with third parties
(including, for example, business partners, sub-contractors in technical, payment and
delivery services, advertising networks, analytics providers, search information providers,
credit reference agencies, email handling companies, social media companies) and may
receive information about you from them.

What is our legal basis for processing your personal data?
Personal data (article 6 of GDPR)

Our lawful basis for processing your general personal data:

e Consent of the data subject; Obtained when you contact us via our
website, advert or other means

e Processing necessary for the | When applying for a course place or enrolling
performance of a contract with the | onto a course.
data subject or to take steps to enter
into a contract

e Processing necessary for compliance | Enrolment with a Qualification Provider
with a legal obligation

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 site. For detailed information on the cookies we use and the purposes for which we use
them see our Cookie policy.



Uses made of the information

We use information held about you in the following ways:
o Information you give to us. We will use this information:

e to carry out our obligations arising from any contracts entered into between you
and us and to provide you with the information, products and services that you
request from us;

e to provide you with information about other goods and services we offer that are
similar to those that you have already purchased or enquired about;

e to provide you, or permit selected third parties to provide you, with information
about goods or services we feel may interest you. If you are an existing customer,
we will only contact you by electronic means (e-mail or SMS) with information
about goods and services similar to those which were the subject of a previous
sale or negotiations of a sale to you. If you are a new customer, and where we
permit selected third parties to use your data, we (or they) will contact you by
electronic means only if you have consented to this. If you do not want us to use
your data in this way, or to pass your details on to third parties for marketing
purposes, please tick the relevant box situated on the form on which we collect
your data (the order form OR registration form);

e to notify you about changes to our service;

e to ensure that content from our site 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;

e to improve our site to ensure that content is presented in the most effective
manner for you and for your computer;

o to allow you to participate in interactive features of our service, when you choose
to do so;

e as part of our efforts to keep our site safe and secure;

e to measure or understand the effectiveness of advertising we serve to you and
others, and to deliver relevant advertising to you;

e to make suggestions and recommendations to you and other users of our site about
goods or services that may interest you or them.

« Information we receive from other sources. We may combine this information with
information you give to us and information we collect about you. We may us this
information and the combined information for the purposes set out above (depending on
the types of information we receive).

Disclosure of your information

We may share your personal information with any member of our group, which means our
subsidiaries, our ultimate holding company and its subsidiaries, as defined in section 1159 of
the UK Companies Act 2006.



We may share your information with selected third parties including:

e Business partners, suppliers and sub-contractors for the performance of any contract we
enter into with them or you.

e Advertisers and advertising networks that require the data to select and serve relevant
adverts to you and others. We do not disclose information about identifiable individuals to
our advertisers, but we may provide them with aggregate information about our users (for
example, we may inform them that 500 men aged under 30 have clicked on their
advertisement on any given day). We may also use such aggregate information to help
advertisers reach the kind of audience they want to target (for example, women in SW1).
We may make use of the personal data we have collected from you to enable us to comply
with our advertisers' wishes by displaying their advertisement to that target audience.

e Analytics and search engine providers that assist us in the improvement and optimisation
of our site.

e Credit reference agencies for the purpose of assessing your credit score where this is a
condition of us entering into a contract with you.

We may disclose your personal information to third parties:

e In the event that we sell or buy any business or assets, in which case we may disclose your
personal data to the prospective seller or buyer of such business or assets.

e If SCHOOL OF STITCHED TEXTILES or substantially all of its assets are acquired by a third
party, in which case personal data held by it about its customers will be one of the
transferred assets.

e If we are under a duty to disclose or share your personal data in order to comply with any
legal obligation, or in order to enforce or apply our terms of use INSERT AS LINK TO
WEBSITE'S TERMS OF USE or terms and conditions of supply INSERT AS LINK TO TERMS
AND CONDITIONS OF SUPPLY OF GOODS AND/OR SERVICES and other agreements; or to
protect the rights, property, or safety of SCHOOL OF STITCHED TEXTILES, our customers,
or others. This includes exchanging information with other companies and organisations
for the purposes of fraud protection and credit risk reduction.

Where we store your personal data

The data that we collect from you may be transferred to, and stored at, a destination outside
the European Economic Area ("EEA"). It may also be processed by staff operating outside the
EEA who work for us or for one of our suppliers. Such staff maybe engaged in, among other
things, the fulfilment of your order, the processing of your payment details and the provision
of support services. By submitting your personal data, you agree to this transfer, storing or
processing. SCHOOL OF STITCHED TEXTILES OR We will take all steps reasonably necessary
to ensure that your data is treated securely and in accordance with this privacy policy.

All information you provide to us is stored on our secure servers. Any payment transactions will
be encrypted using SSL technology. 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 a 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.



More information on lawful processing can be found on the ICO website.

Sharing your personal data

Your personal data will be treated as strictly confidential, and will be shared only with TUTORS,
ADMINISTRATION STAFF, SUPPORT STAFF, CONTRACTED OR SUBCONTRACTED EMPLOYEES
OF SST, 3RP PARTY SUPPLIERS OF SERVICES SUCH AS EMAIL SERVICES.

How long do we keep your personal data?

We keep your personal data for no longer than reasonably necessary and we only retain your
data for the following purposes and use the following criteria to determine how long to retain
your personal data in order to fulfil the requirement for data retention placed upon us by
Qualifications Providers and HMRC and to allow us to provide ongoing services to customers
who are studying with us

Providing us with your personal data

You are under no statutory or contractual requirement or obligation to provide us with your
personal data. But failure to do so will have the following consequences; we would be unable
to enrol you onto a course, consider you for a bursary or enter into correspondence with you.

Your rights and your personal data
Unless subject to an exemption under the GDPR, you have the following rights with respect to
your personal data:

e The right to request a copy of the personal data which we hold about you;

e  The right to request that we correct any personal data if it is found to be inaccurate or
out of date;

e  The right to request your personal data is erased where it is no longer necessary to
retain such data;

e  THE RIGHT TO WITHDRAW YOUR CONSENT TO THE PROCESSING AT ANY TIME,
WHERE CONSENT WAS YOUR LAWFUL BASIS FOR PROCESSING THE DATA,;

e The right to request that we provide you with your personal data and where possible, to
transmit that data directly to another data controller, (known as the right to data
portability), (where applicable i.e. where the processing is based on consent or is
necessary for the performance of a contract with the data subject and where the data
controller processes the data by automated means);

e The right, where there is a dispute in relation to the accuracy or processing of your
personal data, to request a restriction is placed on further processing;

e The right to object to the processing of personal data, (where applicable i.e. where
processing is based on legitimate interests (or the performance of a task in the public
interest/exercise of official authority); direct marketing and processing for the purposes
of scientific/historical research and statistics).

Automated Decision Making

WE DO NOT USE ANY FORM OF AUTOMATED DECISION MAKING IN OUR BUSINESS.

6. Further processing

If we wish to use your personal data for a new purpose, not covered by this Data Privacy
Notice, then we will provide you with a new notice explaining this new use prior to commencing
the processing and setting out the relevant purposes and processing conditions.

7. Changes to our privacy policy

Any changes we may make to our privacy policy in the future will be posted on this page and,
where appropriate, notified to you by e-mail. Please check back frequently to see any updates
or changes to our privacy policy.

8. How to make a complaint
To exercise all relevant rights, queries or complaints please in the first instance contact our
head office on info@sofst.org
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If this does not resolve your complaint to your satisfaction, you have the right to lodge a
complaint with the Information Commissioners Office on 03031231113 or via email
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office,
Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF, England.

CHANGES TO THIS POLICY

Change log

Date Version Change
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