Killick Medical Services Ltd – Data Protection Policy
Data Protection Policy for Killick Medical Services Ltd Training Courses
Safeguarding Personal Information in Educational Programmes
Introduction
Ensuring the privacy and security of personal data is of paramount importance within any organisation, particularly those that facilitate training courses. This Data Protection Policy for Training Courses outlines the procedures and principles adopted to protect the personal data of learners, trainers, and associated stakeholders. It demonstrates our commitment to upholding the highest standards of data privacy, in alignment with applicable laws such as the General Data Protection Regulation (GDPR) and other relevant data protection legislation.
Purpose
The primary purpose of this policy is to describe the ways in which personal data is collected, processed, stored, and protected during the administration and delivery of training courses. It ensures that all individuals involved in training activities understand their rights and responsibilities regarding data protection.
Scope
This policy applies to:
· All types of training courses provided by the organisation, whether in-person, online, or blended formats.
· All individuals whose personal data may be processed, including but not limited to learners, trainers, support staff, course administrators, and external partners.
· All personal data processed in connection with the planning, execution, and evaluation of training courses.
Definitions
· Personal Data: Any information relating to an identified or identifiable natural person, such as names, contact details, identification numbers, photographs, and any data that can directly or indirectly identify an individual.
· Processing: Any operation or set of operations performed on personal data, including collection, recording, organisation, storage, modification, retrieval, disclosure, erasure, or destruction.
· Data Subject: The individual whose personal data is being processed.
· Data Controller: The individual or organisation that determines the purposes and means of processing personal data.
· Data Processor: The party that processes personal data on behalf of the data controller.
· Special Category Data: Sensitive personal data that requires enhanced protection, such as health data, racial or ethnic origin, religious beliefs, and biometric data.
Principles of Data Protection
Our organisation commits to the following key principles:
· Lawfulness, Fairness, and Transparency: Data processing will be lawful, fair, and transparent to all data subjects.
· Purpose Limitation: Data will only be collected for specified, explicit, and legitimate purposes.
· Data Minimisation: We collect only the personal data necessary for the administration and delivery of training courses.
· Accuracy: Personal data will be kept accurate and up to date.
· Storage Limitation: Personal data will be retained only for as long as necessary for the purposes for which it was collected.
· Integrity and Confidentiality: Appropriate security measures will be in place to protect against unauthorised access, unlawful processing, loss, or damage.
· Accountability: The organisation is responsible for and can demonstrate compliance with these principles.
Collection and Use of Personal Data
During the organisation and conduct of training courses, personal data may be collected for the following purposes:
· Course registration and administration
· Attendance tracking
· Assessment and certification
· Communication and feedback
· Security and access control (for in-person events)
· Monitoring and improving course quality
Data collected may include names, contact information, attendance records, assessment results, and feedback forms. In some cases, special category data (such as health or dietary requirements) may also be collected, strictly for the purpose of accommodating learners’ needs during training.
Legal Basis for Processing
Personal data will be processed in accordance with one or more of the following legal bases:
· Consent: Where the data subject has given explicit permission for their data to be processed.
· Contractual Necessity: Processing required to fulfil a contract, such as course enrolment.
· Legal Obligation: Processing required to comply with legal requirements or regulatory obligations.
· Legitimate Interests: Where processing is necessary for the legitimate interests of the organisation, provided these do not override the interests or fundamental rights of the data subject.
Data Subject Rights
All data subjects whose personal data is processed in connection with training courses have the following rights:
· Right to be informed about the collection and use of their personal data.
· Right of access to their personal data.
· Right to rectification of any inaccurate or incomplete data.
· Right to erasure (‘right to be forgotten’) in certain circumstances.
· Right to restrict processing in specific situations.
· Right to data portability, where applicable.
· Right to object to processing based on legitimate interests or direct marketing.
· Right not to be subject to automated decision-making or profiling without their consent.
Requests to exercise these rights can be made in writing or electronically to the designated Data Protection Officer (DPO) or relevant contact point.
Data Security Measures
Our organisation adopts robust measures to safeguard personal data, including:
· Access controls and authentication mechanisms for systems storing personal data.
· Encryption of sensitive information during storage and transmission.
· Regular security audits and vulnerability assessments.
· Training staff on data protection responsibilities and best practices.
· Maintaining up-to-date software and applying security patches promptly.
· Implementing physical security controls for onsite records and devices.
Third-Party Processors and Data Transfers
When personal data is shared with third-party service providers (e.g., learning management systems, assessment platforms, or certification bodies), we ensure:
· Due diligence in selecting third parties with adequate data protection standards.
· Clear contractual obligations regarding the processing and safeguarding of data.
· Compliance with data transfer requirements, especially when data is transferred internationally outside the European Economic Area (EEA).
· Data sharing is limited to what is strictly necessary for the delivery and improvement of training services.
Retention and Disposal of Data
Personal data collected for training courses will be retained only for as long as necessary to fulfil the purposes for which it was collected, or as required by law. Upon expiry of the retention period, data will be securely deleted or anonymised. Retention schedules will be clearly documented and communicated to all relevant parties.
Data Breaches
The organisation has established procedures to respond to data breaches effectively:
· Immediate containment and assessment of the breach.
· Notification of affected data subjects and relevant authorities where required by law.
· Investigation and remediation to prevent recurrence.
· Documentation of all incidents and lessons learned.
Roles and Responsibilities
· Data Protection Officer (DPO): Oversees all aspects of data protection, provides guidance, handles data subject requests, and liaises with supervisory authorities.
· Trainers and Staff: Ensure compliance with this policy in their daily activities, attend data protection training, and report potential breaches.
· Learners: Cooperate with data protection procedures, provide accurate information, and exercise their rights responsibly.
Training and Awareness
Regular training sessions on data protection will be delivered to staff involved in organising or delivering training courses. Awareness campaigns and guidance documents will be provided to reinforce best practices and organisational responsibilities.
Monitoring and Review
This policy will be reviewed annually, or in response to significant changes in legislation or organisational processes. Feedback from staff and learners will be considered to ensure continuous improvement in data protection practices.
Contact Information
For further information, or to exercise your data protection rights, please contact the Data Protection Officer at info@killickmedical.co.uk.
Conclusion
Protecting personal data within the context of training courses is an essential responsibility. This policy sets out the principles, procedures, and safeguards to ensure compliance with data protection requirements and to build trust with all participants. By adhering to this policy, we foster an environment of respect, security, and accountability throughout every stage of the training experience.
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