PRIVACY NOTICE

Data Protection Statement

1.

At Community Links Training & Enterprise (Community Links), we are committed to
protecting your personal data. This policy explains how and why we collect, use,
share, and store your information. We comply with the UK General Data Protection
Regulation (UK GDPR), the Data Protection Act 2018, and other applicable data
protection laws.

You can contact us at:

Community Links Training and Enterprise

Peel House, Peel Way, Skelmersdale WN8 9PT
Tel: 01744 733711

Email: info@mycommunitylinks.com

Data Protection Statement

Who we are

Personal data is data which, by itself or with other data available to us, can be used
to identify you. We are Community Links, the data controller and data processor for
the personal data we collect and process. Our business activities include skills
training, information advice and guidance and employment support.

What Personal Data We Collect
We collect different types of personal data depending on how you interact with us:

General Data. Whether or not you become a learner, we will use your personal data
for the reasons set out below and if you do become a learner, we will use it to
manage the services that we provide to you. We will collect most of the data we will
use as part of your initial dealings with us, which will include for example:

o if you enquire about or apply to attend one of our training courses, this
enquiry/application could be for yourself or on behalf of someone else, such as a
family member or colleague

o if you are an employer and enquire about or use our training services

o If you use our services (either as a customer, employer, work seeker, worker or

learner) we will also collect data both directly and indirectly during the course of
providing services to you and during the course of our business with you.

The personal data we use may be about you as a personal and/or business customer

and may include:

o Full name, contact information (e.g. home and work address), address history,
email address, home, work and mobile telephone numbers).

o Date of birth and/or age. We might need this to confirm eligibility for certain
courses, accreditation and work progression. For example, some training
courses, funding and jobs might have age related requirements.

o Financial details related to your pay if you achieve job progression and the
Government funding requires us to ask.
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¢ Records of our services you have applied for or used. For example, we will
collect, use and store data about courses, training and progression you have
attended with us.

e Records of our relevant services and activities that you have undertaken before
you engaged with us. For example, this will include data you have provided to us
about past training courses attended and past employments.

e If you have enquired about, applied to use or used our services using technology
such as a computer or mobile telephone or similar devices we may collect data
such as mobile phone location, IP address, MAC address.

¢ Information about your education, qualifications and employment history, this is
required for example to ascertain eligibility for certain training courses, funded
training and employment placement purposes.

¢ Information about Cautions, Reprimands, Warnings, Convictions, custodial
sentences, registration on sex offenders register and dates at which such
circumstances may become exempt from declaration. This is because some
courses may have specific requirements because they are linked to employment
where some convictions or other penalties may prevent access to those jobs or
employers.

¢ Information provided by the Disclosure and Barring Service (DBS).

o Personal data about other named applicants. This would be for example where
you make an application on behalf of somebody else to attend one of our
courses or we ask you to provide a Next of Kin to help keep you safe. When you
provide this information to us, you must have their authority to provide their
personal data to us we and must share this data protection statement with them
beforehand together with details of what you’ve agreed on their behalf.

Monitoring of communications between us:

Subject to applicable laws, we will monitor, store and may record any calls, emails,
text messages, social media messages and other communications between us,
which relate to the services we provide and to the dealings between us. We will do
this for regulatory compliance, self-regulatory practices, crime prevention and
detection, to protect the security of our communications systems and procedures,
to check for obscene or profane content, for quality control and staff training, and
when we need to see a record of what’s been said. We may also monitor activities
relating to the dealings between us where necessary for these reasons and this is
justified by our legitimate interests and/or our legal obligations.

The legal basis and purposes under which we will | process your personal data are:

Necessity to the performance of our contract with you. This may be written, verbal
or implied and will relate to all relevant services that we are providing to you. This
will include, pre-contract activities relating to your enquiry to use or services and/or
answering any questions you may have in relation to our services, which could
include for example assisting you in deciding whether or not a service is
appropriate or applicable to you and/or whether you are eligible to use that service.

This will include the management and performance of the services to be provided
to you under the contract as well as updating, maintaining, processing and storing
records relating to the services provided and the activities between us. This may
include, where you owe us monies, tracing your whereabouts and recovering debt.

As necessary for our own legitimate interests or those of other persons and
organisations.



e For good governance, accounting, and managing and auditing of our business
operations;
To monitor emails, calls, other communications, and activities between us;
o For market research, analysis and developing statistics; and to send you
marketing communications that we believe are relevant to the services we
provide to you and which we believe you will be interested in.
As necessary to comply with a legal obligation.
When you exercise your rights under data protection law and make requests;
For compliance with legal and regulatory requirements and related disclosures;
For establishment and defence of legal rights;
For activities relating to the prevention, detection and investigation of crime;
To verify your identity
To monitor emails, calls, other communications, and activities relating to the
dealings between us.

9. Based on your consent
¢ For example, where you ask us to disclose your personal data to other people or
organisations such as a prospective employer/engager.
 To send you marketing communications where we’ve asked for your consent to
do so.
e You are free at any time to change your mind and withdraw your consent. The
consequence might be that we can’t do certain things for you.

Sharing of your personal data
10. Subject to applicable data protection law we may share your personal data with:

e Associated or partner companies which help us to deliver our services. For
example, a supplier.

o Sub-contractors and other persons who help us provide our services; for
example, our payroll processers and associate tutors

o Employers with whom you might be supported to apply for employment

o Awarding bodies and other educational partners in relation to training services,
this will include Lancashire County Council, Cheshire & Warrington and
ultimately the Central Government which funds adult skills training, other funding
partners and FE Colleges to whom we act as a subcontactor, Ofsted and
accredited course Awarding Organisations,

o With our legal and other professional advisors, including our auditors

e Fraud prevention agencies, credit reference agencies, and debt collection
agencies

e Government bodies such as Department for Education, Department for Work &
Pensions, Ofsted, Ofqual and HMRC

e Courts, to comply with legal requirements, and for the administration of justice;

o To other parties with a legitimate interest in the dealings between us, for
example where an employer has paid for you to attend a training course.

e To appropriate interested third parties in the event that we seek to sell, merge or
restructure our organisation

o IT software providers where we use their software to provide our services (for
example, Microsoft)

International transfers

11. It may sometimes be necessary to transfer your personal data outside the UK and
the European Economic Area. While some countries have adequate protections for



personal data under applicable laws, in other countries steps will be necessary to
ensure appropriate safeguards apply to it. These include imposing contractual
obligations of adequacy or requiring the recipient to subscribe or be certified with
an ‘international framework’ of protection.

Automated decision making and processing

12. Automated decision making involves processing your personal data without human
intervention to evaluate your personal situation such as your personal preferences,
interests or behaviour, for instance in relation to data such as training date
anniversaries, certification expiry dates, feedback about training courses, licences
and qualifications held, work patterns and location of workers respective to work
vacancies and requirements. We may do this to decide what marketing
communications are suitable for you and to analyse statistics. All this activity is on
the basis of our legitimate interests, to protect our business, and to develop and
improve our services.

How long will we hold your personal data for?

13. Marketing — we will hold your data for a period of 6 years with a review every 3
years, you will have the opportunity to opt out or update or delete data at any point
should you need to do so and details are set out in this policy as to how to do that.

Your right to access your personal information

14. A Subject Access Request is your right to request a copy of the information that we
hold about you. If you would like a copy of some or all your personal information,
please see the procedure in our Data Protection Policy.

Your right to have your personal data corrected

15. We want to make sure your personal information is accurate and up to date. You
may ask us to correct or remove information you think is inaccurate by emailing or
writing to the address at the beginning of this document.

Your right to objections to the processing of your personal data

16. It is your right to lodge an objection to the processing of your personal data if you
feel the “grounds relating to your particular situation” apply. The only reasons we
will be able to deny your request is if we can show compelling legitimate grounds
for the processing, which override your interest, rights and freedoms, or the
processing is for the establishment, exercise or defence of a legal claim. If you
wish to object to the processing of your data, please email or write to the address
at the beginning of this document

Your right to data portability

17. It is your right to receive the personal data which you have given to us, in a
structured, commonly used and machine-readable format and have the right to
transmit that data to another data controller without delay from the current
controller if: the processing is based on consent or on a contract, and the
processing is carried out by automated means. If you wish to make a data
portability request, please email or write to the address at the beginning of this
document.
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Your right to be forgotten

18.

You have the right to have personal data erased. This is also known as the ‘right to
be forgotten’. This right is not absolute and only applies in certain circumstances.
You have the right to have your personal data erased only if one of the following
applies;

¢ We no longer need the data for the purpose for which we originally collected or
processed it for

o Where we are relying solely on consent as our lawful basis for holding the data,
and you have withdrawn your consent.

o Where we are relying on legitimate interests as the basis for processing, and
where we have no overriding legitimate interest to continue this processing

e Where we are processing your personal data for direct marketing purposes and
you object to us doing so

o Where we have processed the personal data unlawfully

Concerns and Complaints

19.

20.

Community Links has a Complaints Policy and Procedure if you need to complain
about the way any request you have made in relation to your personal data has been
handled. Please contact us at the address at the beginning of this document if your
would like a copy of our Complaints Policy and Procedure.

If you feel that we have been unable, or unwilling, to resolve your information rights
concern, you have the right to lodge a complaint with the Information Commissioner’s
Office (ICO). The ICO is the supervisory authority responsible for data protection in the
UK. For further information, including independent data protection advice and
information in relation to your rights, you can contact the Information Commissioner at:

The Information Commissioner,

Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
Telephone: 08456 30 60 60

Website: https://ico.org.uk/ You can also report a concern here -
https://ico.org.uk/make-a-complaint/

Changes to the Privacy Notice

21.

This Privacy Notice may be changed by Community Links at any time. This Privacy
Notice will be updated to comply with any changes to UK GDPR or subsequent
legislation.

Version Control

Version history Content Changed
1 — Sep 2024 Policy produced
2 —26/10/2025 Re-formatted with clearer headings

Greater definition given to processes

3 -23/10/26 Policy reviewed and agreed

Review and Ratification

Next Review Date Reason for Review

Oct 2027 Annual Review
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