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Forest 1st Tutoring Privacy Policy 

 

1.Introduction 

This privacy notice provides you with details of how we collect and process your personal data 
through your use of our site www.forest-1st-tutoring.co.uk, google forms and written 
correspondence. 

Forest 1st Tutoring is the data controller and we are responsible for your personal data (referred 
to as “we”, “us” or “our” in this privacy notice). 

 

Contact Details – Our full details are: 

Full name of legal entity: Forest 1st Tutoring 

Email address: admin@forest-1st-tutoring.co.uk 

Address: The Birches, Forest Road, Landford, Salisbury, Wiltshire, SP5 2AU 

It is very important that the information we hold about you is accurate and up to date. Please let 
us know if at any time your personal information changes by emailing us at admin@forest-1st-
tutoring.co.uk 

2.What data do we collect about you, for what purpose and on what ground we process it 

Personal data means any information capable of identifying an individual. It does not include 
anonymised data. 

We may process the following categories of personal data about you: 

* Communication Data that includes any communication that you send to us whether that be 
through the contact form on our website, through email, text, social media messaging, social 
media posting or any other communication that you send us. We process this data for the 
purposes of communicating with you, supporting your child with their learning, for record 
keeping and for the establishment, pursuance or defence of legal claims. Our lawful ground for 
this processing is our legitimate interests which in this case are to reply to communications 
sent to us, to keep records and to establish, pursue or defend legal claims. 

* Customer Data that includes data relating to any purchases of goods and/or services such as 
your name, title, billing address, delivery address email address, phone number, contact 
details, purchase details and your card details. We process this data to supply the goods and/or 
services you have purchased and to keep records of such transactions. Our lawful ground for 
this processing is the performance of a contract between you and us and/or taking steps at your 

http://www.forest-1st-tutoring.co.uk/
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request to enter into such a contract. Other information that we may require to fulfil our 
contract 

• identifying information on tutors and students 

• personnel records 

• records of tutor’s lessons 

• records of students that have attended a tutoring session 

• General session reports 

• quality assurance monitoring 

* User Data that includes data about how you use our website and any online services together 
with any data that you post for publication on our website or through other online services. We 
process this data to operate our website and ensure relevant content is provided to you, to 
ensure the security of our website, to maintain back-ups of our website and/or databases and to 
enable publication and administration of our website, other online services and business. Our 
lawful ground for this processing is our legitimate interests which in this case are to enable us to 
properly administer our website and our business. 

* Technical Data that includes data about your use of our website and online services such as 
your IP address, your login data, details about your browser, length of visit to pages on our 
website, page views and navigation paths, details about the number of times you use our 
website, time zone settings and other technology on the devices you use to access our website. 
The source of this data is from our analytics tracking system. We process this data to analyse 
your use of our website and other online services, to administer and protect our business and 
website, to deliver relevant website content and advertisements to you and to understand the 
effectiveness of our advertising. Our lawful ground for this processing is our legitimate interests 
which in this case are to enable us to properly administer our website and our business and to 
grow our business and to decide our marketing strategy. 

We may use Customer Data, User Data, Technical Data and Marketing Data to deliver relevant 
website content and advertisements to you (including Facebook adverts or other display 
advertisements) and to measure or understand the effectiveness of the advertising we serve 
you. Our lawful ground for this processing is legitimate interests which is to grow our business. 
We may also use such data to send other marketing communications to you. 

Our lawful ground for this processing is either consent or legitimate interests (namely to grow 
our business in supporting the children we teach). 

Sensitive Data 

We do not collect any Sensitive Data about you. Sensitive data refers to data that includes 
details about your race or ethnicity, religious or philosophical beliefs, sex life, sexual orientation, 
political opinions, trade union membership and genetic and biometric data. We do not collect 
any information about criminal convictions and offences. 

Where we are required to collect personal data by law, or under the terms of the contract 
between us and you do not provide us with that data when requested, we may not be able to 
perform the contract (for example, to deliver goods or services to you). If you don’t provide us 
with the requested data, we may have to cancel a product or service you have ordered but if we 
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do, we will notify you at the time. General information that we keep from parents includes: email 
addresses, telephone numbers, information about any allergies your child has, EHCP reports, 
specialist dyslexia reports, school reports, parents’ preferences for children’s photos, children’s 
ages, birthdays and the school your child attends. We will only use your personal data for a 
purpose it was collected.  

We may process your personal data without your knowledge or consent where this is required or 
permitted by law. 

We do not carry out automated decision making or any type of automated profiling. 

3. How we collect your personal data 

We may collect data about you by you providing the data directly to us (for example by filling in 
forms or by sending us emails). We may automatically collect certain data from you as you use 
our website by using cookies and similar technologies. Please see our cookie policy for more 
details about this. 

We may receive data from third parties such as analytics providers such as Google based 
outside the EU, advertising networks such as Facebook based outside the EU, such as search 
information providers such as Google based outside the EU, providers of technical, payment 
and delivery services, such as data brokers or aggregators. We may also receive data from 
publicly available sources such as Companies House and the Electoral Register based inside 
the EU. 

4.Marketing communications 

We will email you with updates on tutoring for your child and text when required. 

 

5.Disclosures of your personal data 

We may have to share your personal data with the parties set out below: 

* Professional advisers including lawyers, bankers, auditors and insurers 

* Government bodies that require us to report processing activities. 

 

7. Data security 

We have put in place security measures to prevent your personal data from being accidentally 
lost, used, altered, disclosed, or accessed without authorisation. We also allow access to your 
personal data only to those employees who have a business need to know such data. They will 
only process your personal data on our instructions and they must keep it confidential. They will 
sign confidentiality agreements to ensure the safety of your data before commencing work at 
Forest 1st Tutoring. 

8.Data retention 

We will only retain your personal data for as long as necessary to fulfil the purposes we 
collected it for, including for the purposes of satisfying any legal, accounting, or reporting 
requirements. This is usually a period of 6 years. 
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When deciding what the correct time is to keep the data for we look at its amount, nature and 
sensitivity, potential risk of harm from unauthorised use or disclosure, the processing purposes, 
if these can be achieved by other means and legal requirements. 

The bullet points below outline what data we keep and how long for. 

• Student records –3 years after they finish tutoring with us 

• Online lesson recordings – 1 year 

• Financial and accounting Records – 6 years after the financial year end 

• Files relating to employees or potential employees (such as personnel files, tutor 
observations and training records) – 6 years after the financial year end 

• Reviews / recommendations you provide – Permanently 

• Legal Company documentation – Permanently 

 

 9.Your legal rights 

Under data protection laws you have rights in relation to your personal data that include the 
right to request access, correction, erasure, restriction, transfer, to object to processing, to 
portability of data and (where the lawful ground of processing is consent) to withdraw consent. 

You can see more about these rights at: https://ico.org.uk/for-organisations/guide-to-the-
general-data-protection-regulation-gdpr/individual-rights/. 

Unless subject to an exemption under the data protection laws, you have the following rights 
with respect to your personal data: 

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

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

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

• The right to withdraw your consent to the processing at any time, where consent was the 
lawful basis for processing your data; 

• 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 9i.e. where our processing is based on consent or is 
necessary for the performance of our contract with you or where we process your data 
by automated means); 

• 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; 

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

If you wish to exercise any of the rights set out above, please email us at admin@forest-1st-
tutoring.co.uk 

You will not have to pay a fee to access your personal data (or to exercise any of the other 
rights). However, we may charge a reasonable fee if your request is clearly unfounded, repetitive 
or excessive or refuse to comply with your request in these circumstances. 

We may need to request specific information from you to help us confirm your identity and 
ensure your right to access your personal data (or to exercise any of your other rights). This is a 
security measure to ensure that personal data is not disclosed to any person who has no right to 
receive it. We may also contact you to ask you for further information in relation to your request 
to speed up our response. 

We try to respond to all legitimate requests within one month. Occasionally it may take us 
longer than a month if your request is particularly complex or you have made a number of 
requests. In this case, we will notify you. 

If you are not happy with any aspect of how we collect and use your data, you have the right to 
complain to the Information Commissioner’s Office (ICO), the UK supervisory authority for data 
protection issues (www.ico.org.uk). We should be grateful if you would contact us first if you do 
have a complaint so that we can try to resolve it for you. 

 

QUERIES, REQUESTS OR CONCERNS 

To exercise all relevant rights, queries or complaints in relation to this policy or any other data 
protection matter between you and us, please in the first instance contact Nicola Collings 
(nicola@forest-1st-tutoring.co.uk) 

  

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, UK. 

  

 

 

N. Collings 29/8/24 
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