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Equalities Award Privacy Policy

This privacy policy sets out how EqualiTeach uses and protects any information that
clients give us when interacting with the Equalities Award by EqualiTeach.

EqualiTeach is committed to ensuring that clients” privacy is protected. Should
EqualiTeach ask clients to provide certain information by which they can be identified, it
will only be used in accordance with this privacy policy.

When does EqualiTeach collect information?

Collecting information allows us to keep in touch with clients throughout the registration,
audit and renewal processes. It helps EqualiTeach to operate as efficiently as possible
and to make sure interactions with clients are timely, relevant and tailored.

EqualiTeach may collect personal and other information at the following times:

1. Via the website, through the ‘contact us’ form

2. During the registration process

3. Before attending any events and/or training sessions

4. During visits to the website: EqualiTeach may gather information, such as which
pages clients visit and how long they spend reading a page, in order to improve
visitors” online experience and accessibility, and inform the choice of words and
images on the website.

What information does EqualiTeach collect?
EqualiTeach may collect the following information:

- Full name and name of school

- Contact information including postal address, email address, telephone and
mobile numbers

- Contact preferences

- Whether or not clients wish to receive EqualiTeach’s newsletter and other
promotional material

How does EqualiTeach use clients’ information?

EqualiTeach only ever uses a client’s personal data with their consent in order to:
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- Enter into, or perform, a contract with them
- Comply with a legal duty

In the event of a change of contact details, a change of contact preferences or a
decision to opt-out of marketing material, clients must notify EqualiTeach by email or in
writing so that our records are up to date. Clients can also use the unsubscribe link in an
email from EqualiTeach.

Below outlines some of the different ways EqualiTeach uses data for different areas of
their work:

For administration purposes

- To keep a record of the relationship between EqualiTeach and each client

- To contact clients when they have requested feedback, have submitted their
portfolio, have a general enquiry or would like to register for or renew their
Equalities Award.

- Toinvoice clients

For direct marketing

- To share training opportunities, resources, newsletters or other information

- To analyse and improve the website and audit tool, and other services, products
and information

- To understand clients better and target potential clients

- To reach potential clients on social media

How does EqualiTeach keep clients” information safe?

EqualiTeach makes sure that appropriate physical, technical and human controls are in
place to ensure good care of clients” information is taken.

However, transmission of information over the internet is never completely secure and
as a result, while EqualiTeach strives to protect clients’ personal information,
EqualiTeach cannot guarantee the security of any information transmitted and clients do
so at their own risk. Once EqualiTeach receives clients’ data, every effort is made to try
to ensure its security both on EqualiTeach’s systems and while in transit between
systems.

All staff who have access to clients’ personal data understand the importance of
keeping information safe and secure at all times and are given training to support them
in this.
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EqualiTeach is not responsible for the privacy policies and practices of other
organisations even if they are accessed using links from the Equalities Award website.
EqualiTeach recommends that clients check the policy of each organisation visited.

EqualiTeach ensures that additional controls are in place for financial, sensitive and
special categories of information, meeting regulatory and legal requirements for
managing these types of information.

How long does EqualiTeach keep information for?

EqualiTeach only uses and stores information for as long as it is required for the
purposes it was collected for and in line with the General Data Protection Regulations.

Clients” personal information will be kept for seven years from the last interaction with
EqualiTeach.

Data anonymised for analysis purposes will be kept indefinitely.
Subject Access Requests

Individuals have the right to request via email the following:

e Confirmation that their data is being processed
e Access to their personal data, and
o Other supplementary information

In most circumstances, EqualiTeach will provide the information requested free of
charge. EqualiTeach will charge a fee based on the administrative cost of providing the
information when a request is manifestly unfounded, excessive or repetitive.

Information will be provided without delay and within a month. Where requests are
complex or numerous, EqualiTeach will extend the deadline to three months. However,
EqualiTeach will still respond to the request within a month to explain why the extension

IS necessary.

For more information, please see EqualiTeach’s Subject Access Request Procedure.

Third Parties

In accordance with General Data Protection Regulations, EqualiTeach will not sell,
distribute or lease clients’ personal information to third parties unless required to do so
by law.
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Changes to the Privacy Policy

EqualiTeach may change this privacy policy at any time, in which case the amended
privacy policy will be posted on the Equalities Award website and will apply from the
date posted, with the exception of any services ordered prior to the posting of the new
privacy policy. Clients should check this privacy policy on each occasion they purchase
from EqualiTeach as they will be bound by the latest privacy policy.
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