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Jordanhill School Privacy Policy 

Jordanhill School’s privacy policy explains how the school uses personal data of:  

• applicants to become pupils  
• current pupils  
• their parents or carers (who we refer to simply as “parents” in this policy) 
• former pupils (who we refer to as ‘alumni’) 
• donors 
• individuals or representatives of organisations accessing any services available 

at Jordanhill School such as letting of facilities or attending school events. 

We are committed to protecting personal data and respecting privacy. When collecting 
your personal data, we do so lawfully, fairly and in a transparent manner.  Here we 
explain what kinds of personal data we may collect, how it is collected, how we may 
use it, and how we look after it.  We also explain your rights and how the law protects 
you.  

Part of our commitment to transparency is providing you with clear and easy to access 
information that explains our use of personal data.  

Important: this policy supplements other policies and privacy notices that describe 
how we use personal data; it is not intended to replace or override them.  Read this 
policy together with any other supplementary or additional privacy information we may 
provide on specific occasions when we collect or process personal data about you to 
ensure full understanding of how and why we are using your personal data.   For 
instance, including but not limited to: 

• additional information about how automated technologies, such as cookies on 
the Jordanhill School website use personal data, is explained in our Website 
Policy, available here   

• details of how we use Scottish National Standardised Assessments information 
is available here  

 

 

 

https://www.jordanhill.glasgow.sch.uk/wp-content/uploads/2017/09/jordanhill_school_website_privacy_policy.pdf
https://www.jordanhill.glasgow.sch.uk/wp-content/uploads/2019/05/Jordanhill-School-Privacy-Notice-for-SNSA.pdf
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1.  INTRODUCTION: WHO WE ARE AND OUR CONTACT DETAILS  

Jordanhill School (referred to as “Jordanhill”, “we”, “us” or “our” in this policy) is 
located at 45 Chamberlain Road, Glasgow, G13 1SP (Company number SC108265, 
Registered Charity Number SC004463).  We are a ‘controller’ (to use the legal term) 
responsible for your personal data. 

Any questions you have about this policy, including any requests to exercise your legal 
rights please send to info@jordanhill.glasgow.sch.uk marked for the attention of the 
Bursar. 

Alternatively, you can ask to speak to the Bursar by telephone: 0141 576 2500. 

2.   TYPES OF PERSONAL DATA WE USE 

Personal data means any information about an individual from which that person can 
be identified. 

It does not include data where the identity has been removed (anonymous data). 

We may collect, use, store and transfer various kinds of personal data about you, which 
we have grouped together as described in the table below.  

Types of personal data Includes, for example: 

Contact Data Address, email address, telephone numbers 

Criminal offence data As defined by law, personal data relating to criminal 
convictions and offences or related security measures, 
including for example Disclosure Barring Service (DBS) 
or Disclosure Scotland checks, Compulsory Supervision 
Orders.  

By law, this information is subject to additional 
protections, due to its sensitive nature. 

 

 

mailto:info@jordanhill.glasgow.sch.uk
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Education data 
 
Information which relates to education and skills, and 
about your time at the school, such as; 
 

• pupil academic records and qualifications  
• unique pupil number e.g. Scottish Candidate 

Number 
• characteristics (such as language, and free 

school meal eligibility) 
• details of previous education and schools 

attended, and information provided by previous 
educational establishments or other educational 
professional and/or organisations working with 
you 

• progress reports 
• pupil participation in clubs, activities, trips, and 

other extra-curricular events in and out of school 
• assessment and attainment information, 

including examination scripts and results/marks 
• attendance records, such as sessions attended, 

number of absences, absence reasons  
• exclusion, suspension, behaviour, and pastoral 

information 
• information about trips and activities 
• references given or received by the school about 

pupils  
• safeguarding information (such as court orders 

and professional involvement) 
• correspondence with and concerning pupils and 

parents, including information relating to 
compliments and complaints 
 

Financial Data Bank account and payment card details 

Family, lifestyle, and 
social circumstances 
data 

 
information relating to family of the data subject, for 
example;  
 

• names and contact details of family and other 
household members, including qualifying 
siblings who are pupils at our school  

• contact details for next of kin or emergency 
contacts, including name and contact details for 
doctor and doctor’s practice  
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• permanent residence information, including for 
example details of length of permanent 
residence, and whether tenants or homeowners 
at that property 

• immigration and visa status information, 
including for example such as asylum status, 
including right to reside or right to study in the 
United Kingdom. 

• information about family work and business 
activities, lifestyle and social circumstances, 
including travel details, interests and 
preferences and leisure activities, and in some 
cases information about membership of 
charitable or voluntary organisations, 
philanthropic propensity, and capacity to aid 
school fundraising 

• where appropriate, welfare information, which 
includes information about family and home life 
circumstances and history, such as languages 
spoken, current marriage, partnerships and 
marital history, any involvement with activities at 
the school 

• car/vehicle details. for those who use school 
parking facilities)  
 

Identification document 
and residential status 
data 

 
Information issued as an identifier by a public authority, 
such as National Insurance numbers, identity card 
numbers, driving licence details, passport details 
 
Evidence of permanent residence, such as Council Tax 
statements, utility bills, property information such as 
Title Deeds, tenancy agreements; also, Electoral Roll 
and Rand Registry of Scotland records, and any related 
information required by Jordanhill School to confirm 
length of permanent residence and eligibility for 
admission 
 
 
 
 
 

Identity data  
 
First name, maiden name, last name, username or 
similar identifier, title, gender, pronoun preferences, 
age, marital status, date of birth and any information 
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that identifies an individual and their personal 
characteristics, including physical description  
 

Image data 
 
Photographic and video images of pupils, and 
occasionally other individuals including family and 
relatives engaging in school activities captured by video-
surveillance/CCTV, which include 

• video recordings of student access areas 
(including classrooms, corridors, canteens, and 
outside spaces to which students have access) 

• audio recordings of student access areas 
(including classrooms, corridors, canteens, and 
outside spaces to which only staff have access) 

• visual recordings of public areas (including 
entrances and outside spaces to which some or 
all members of the public have access) 

• audio recordings of public areas (including 
entrances and outside spaces to which some or 
all members of the public have access) 

• video recordings of private or staff only areas 
• audio recordings of private or staff only areas 
• call recordings 

 

Marketing and 
Communications Data 

 
Your preferences in receiving communications from us 
[and our third parties], including records of consent for 
electronic marketing (including fundraising 
information), where appropriate 
 

Special category data 
 
As defined by law, including personal data 
revealing nationality, racial or ethnic origin, political 
opinion, religious or philosophical beliefs, sexual 
orientation, information concerning sex life or health, 
which would cover: 

• medical information about any health condition, 
treatment, medication, allergies, and dental 
health  

• dietary requirements (such as vegetarian, vegan, 
gluten free and religious requirements)  

• additional support information (includes 
reasonable adjustments) 

• information relating to health and safety 
(including incident investigation details and 
reports and accident book records) 
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• welfare and safeguarding information, including 
pastoral care records.  

 
By law, this information is subject to additional 
protection due to its sensitive nature. 

Transaction Data Details about payments from you [and other details of 
products and services you have purchased from us]. 

We also collect, use, and share aggregated data such as statistical or demographic 
data which is not personal data as it does not directly (or indirectly) reveal your identity.  

It is important that the personal data we hold about you is accurate and current. Please 
keep us informed if your personal data changes during your relationship with us, for 
example a new address or email address. 

If you fail to provide personal data 

Where we need to collect personal data – for example, to comply with a legal obligation 
– and you do not provide it, we may not be able to provide the services you expect. We 
would contact you to further discuss any such situations if this arose.  

3. WHERE WE GET PERSONAL DATA FROM 

We use different methods to collect data from and about you, including through those 
summarised in this table. 

Sources of personal 
data 

For example: 

 

Your direct 
interactions  

Mostly, we receive personal data from you directly (including, 
in the case of pupils or applicants, from parents).  

You may give us your personal data about yourself and 
immediate family member when filling in forms, by 
corresponding with us by post, phone, email or otherwise, or 
by interacting with staff.  

This includes personal data you provide when you  
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• apply for a place at Jordanhill; 
• request information to be sent to you; 
• subscribe to our publications; 
• study at Jordanhill;  
• give us feedback or contact us. 

Automated 
technologies or 
interactions. 

As you interact with our website, it will automatically collect 
information about your equipment, browsing actions and 
patterns.  

It collects this data by using cookies [, server logs] and other 
similar technologies. [We may also receive information about 
you if you visit other websites employing our cookies.] Please 
see Website policy for further details. 

Publicly available 
sources 

We may receive or collect personal data about you from: 

• the Electoral Register 
• the Land Register of Scotland 
• business and financial reference sources, such as 

LinkedIn, 192.com and other searchable databases 
• Local authority datasets 
• social media and other websites 

Third parties 
(organisations and 
individuals) 

 

We may receive or collect personal data about you from  

• Family members  

• Carers and youth support services and organisations  

• Local authorities or local councils, including for 
example social services professionals 

• Other educational establishments, such as another 
school or college which pupils have previously 
attended 

https://www.jordanhill.glasgow.sch.uk/website-privacy-policy/
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• the Scottish Government, for example Education 
Analytical Services, which is part of the Scottish 
Government’s Learning Directorate  

• Regulatory authorities, such as Education Scotland, 
HMIe, and the Care Inspectorate 

• Law enforcement agencies, such as Police Scotland 

• Health care providers, such as G.P.s and NHS 
Scotland 

• Professionals working with you, including for example 
professional counsellors or educational psychologists, 
or external careers advisers, or 
representatives/advocates acting on your behalf  

• Any external organisations creating and providing 
Jordanhill with CCTV footage or other video and/or 
audio recordings, for example of sport matches 

• Any market research organisations used by Jordanhill, 
or providers of marketing lists about alumni or former 
pupils 

• Credit reference agencies, if used 

• Suppliers and service providers 

• Professional investigators or consultants, for example 
when confirming eligibility for admission and/or 
gathering evidence of suspected fraud or criminal 
activity 

4. HOW WE USE YOUR PERSONAL DATA 

Under UK data protection law, we must always have a “lawful basis” for collecting and 
using your personal information. Information about lawful bases is available on the 
ICO’s website.   

https://ico.org.uk/for-organisations/advice-for-small-organisations/getting-started-with-gdpr/data-protection-principles-definitions-and-key-terms/#lawfulbasis
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Most commonly, we use it in circumstances where the following lawful bases are 
available: 

Lawful basis Explanation 

Legal obligation Where we must collect or use information to comply with the law 

Public task Where we must collect or use your information to carry out a 
public task which the law intends to be performed by an 
organisation, such as Jordanhill School. Examples of such laws 
are the Education Act 1973, The Education (Scotland) Act 1980, 
Education (Scotland) Act 1996 

Contract Where we must collect or use the information so we can enter or 
perform a contract we have entered with you 

Vital interests In exceptional circumstances, collecting or using information is 
needed when someone’s physical or mental health or wellbeing 
is at urgent or serious risk.  Vital interests can be our lawful basis 
in those situations when personal data is used because 
necessary to protect someone’s life.  

Legitimate 
Interests 

This may apply where it is necessary for Jordanhill School’s 
specific legitimate interests (or those of a third party) to use 
your personal data, and your interests and fundamental rights do 
not override those interests. We consider and balance any 
potential impact on you and your rights (both positive and 
negative) before we process your personal data for Jordanhill 
School’s legitimate interests, which involve contributing to the 
educational life of our community in Scotland in its broadest 
sense, for example:  

o assisting with and cooperating on matters 
likely to promote the advancement of 
education for the public good;  

https://www.legislation.gov.uk/ukpga/1973/16
https://www.legislation.gov.uk/ukpga/1980/44/contents
https://www.legislation.gov.uk/ukpga/1996/43/contents
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o engaging with the wider community through 
(but not limited to) the provision of facilities 
and benefits related to the purposes of 
Jordanhill School;  

o advancing citizenship and community 
development 

o marketing and fundraising for the school.  

Note that we may use your personal data for more than one lawful basis listed in the 
section above, depending on the specific purpose for which we are using your data. 
Please contact us if you require further information.  

Generally, we do not rely on consent as a legal basis for processing personal data. But 
we will get consent in some situations, for example we would obtain your consent 
before sending fundraising or marketing communications to you via email or text 
message. You have the right to withdraw consent at any time by contacting us. 

To follow is an overview of the main ways we use categories of your personal data, and 
which of the legal bases we rely on to do so.  

 

 

 

 

 

 

Purpose or Use Admissions 

• administration of the admissions process, which includes confirming 
eligibility  
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Lawful Basis Types of Data 

Legal obligation, 
Public task, 
Legitimate 
Interests,  

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

Purpose or Use Pupil Education and Welfare 

This includes: 

• delivering educational, academic and welfare services to pupils, such as 
supporting pupil learning, monitoring and reporting on pupil academic 
progress, safeguarding pupil welfare and keeping children safe, ensuring 
that we provide sufficient and appropriate pastoral care for the pupil, getting 
in touch with families or carers to provide information and in the event of 
emergencies, and the provision of educational references 

• enabling pupils to take part in national or other assessments, which would 
include providing certificates and publishing results of public examinations 
or other achievements of pupils  

Lawful Basis Types of Data 

Legal obligation, 
Public task, 
Contract, Vital 
interests, 
Legitimate 
Interests 

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

Purpose or Use Communication 
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• Managing our relationship with you, which would include dealing with 
queries, complaints or claims, communication informing of services and 
benefits available to pupils and parents, and notifying you about reunions, 
networking, volunteering, and career opportunities 

• Providing information about our school through a range of online and 
offline channels, which would include social media, sending you emails 
and e-newsletters and publications, invitations to events and meetings, 
keeping you up to date about the goings-on at the school and to highlight 
volunteering opportunities 

• Organisation and administration of any extra-curricular event or activity, 
which would include to hold conferences, meetings, lectures and 
exhibitions for the consideration and discussion of matters concerning or 
affecting or incidental to the objects of Jordanhill School and issue reports 
of proceedings of conferences, meetings, lectures and exhibitions and 
generally to collect, collate, exchange and publish information and advice 
in furtherance of our objects 

 

Lawful Basis Types of Data 

Public task, 
Legitimate 
Interests 

Contact Data, Education data, Financial Data, Family, lifestyle 
and social circumstances data, Identification document and 
residential status data, Identity data, Image data, Marketing and 
Communications Data, Special category data, Transaction Data 

 

Purpose or Use Contract Delivery/Fulfilment 

• Carrying out obligations from any contracts entered between you and the 
school, which would include managing payments, fees and charges, and 
collection and recovery of money owed  
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Lawful Basis Types of Data 

Legal obligation, 
Public task, 
Contract, 
Legitimate 
Interests 

Contact Data, Education data, Financial Data, Family, lifestyle 
and social circumstances data, Identification document and 
residential status data, Identity data, Image data, Marketing and 
Communications Data, Special category data, Transaction Data 

 

Purpose or Use Security 

• Security purposes, including operation of several CCTV cameras (with a 
30-day retention policy in respect of all footage).  

Lawful Basis Types of Data 

Legitimate 
Interests  

Contact Data, Criminal offence data, Identity data, Image data, 
Special category data 

 

 

 

 

 

Purpose or Use School Management 

This includes: 
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• Management planning and forecasting, research, and statistical analysis, 
including that imposed or provided for by law such as tax, diversity or 
gender pay gap analysis  

• Assessing the quality of our services 

Lawful Basis Types of Data 

Legal obligation, 
Public task, 
Contract, 
Legitimate 
Interests 

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

Purpose or Use Awarding grants, bursaries, 
scholarships, and research funds 

• Administration of bursary and scholarship funds 

• Funding research and/or appointing third parties to carry out research 
projects 

Lawful Basis Types of Data 

Legitimate 
Interests  

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

Purpose or Use Alumni Engagement 
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• Providing details of alumni relations and events and running those events  

Lawful Basis Types of Data 

Legitimate 
Interests  

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

Purpose or Use Academic Publications 

• Preparing, editing, publishing, selling and circulating such books, papers, 
magazines, periodicals, gazettes, publications, circulars and other literary 
undertakings and films and other visual or audio aids as Jordanhill School 
may think desirable for the promotion of its objects, and maintaining a 
library and collection connected with or incidental to any of the objects of 
Jordanhill School 

Lawful Basis Types of Data 

Public task, 
Legitimate 
Interests  

Contact Data, Education data, Family, lifestyle and social 
circumstances data, Identity data, Image data, Marketing and 
Communications Data, Special category data 

 

Purpose or Use Regulation of school, including legal 
compliance 

Fulfilling statutory duties, which include: 
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• enabling relevant authorities to assess and monitor the school's 
performance, for example carrying out or cooperating with any school or 
external investigation, disciplinary or complaints process, or 
intervening/assisting with investigations and incidents as appropriate 

• to prevent, detect, investigate, report and/or prosecute alleged or 
suspected fraud or crime  

• providing a pupil’s educational record 

• notification of changes to our terms and/or privacy policy 

 

Lawful Basis Types of Data 

Legal obligation, 
Public task, 
Legitimate 
Interests  

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

 

 

 

 

 

Purpose or Use Marketing and Fundraising 

• For marketing and fundraising activities and related communications such 
as sending electronic messages (email, text) or making calls  
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• To raise philanthropic funds to support key capital projects, scholarships 
and widening access programmes, and a range of projects to enhance the 
teaching and learning environment for our students and the community  

• For the purposes of donor due diligence, such as to confirm the identity of 
prospective donors 

Lawful Basis Types of Data 

Legal obligation, 
Legitimate 
Interests, Consent 

Contact Data, Criminal offence data, Education data, Financial 
Data, Family, lifestyle and social circumstances data, 
Identification document and residential status data, Identity 
data, Image data, Marketing and Communications Data, 
Special category data, Transaction Data 

 

We may, as described in this policy, from time-to-time process special category 
personal data. For example, it is used for the provision of health care and welfare. 
When used, we would seek explicit consent of the pupil or parents, unless it is 
necessary to use that information and the law allows us to do so without explicit 
consent. That arises in limited and exceptional circumstances (involving safeguarding, 
for example, or where we consider this to be necessary to protect the interests of an 
individual incapable of giving consent).  

Also, to comply with Child Protection and/or vetting legislation, from time to time we 
may need to process criminal offence data. This includes information about criminal 
convictions or alleged or suspected fraud and other criminal offences. Such processing 
will only be undertaken when strictly necessary and with absolute respect to individual 
privacy and confidentiality. 

Changes of purpose: We only use your personal data for the purposes for which we 
collected it, unless we consider that we need to use it for another reason and that 
reason is compatible with the original purpose. If you ever wanted an explanation about 
how the processing for the new purpose is compatible with the original purpose, please 
contact us.  
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Please know that, where permitted by law, and in accordance with this policy, your 
personal data may be used without your knowledge or consent. 

5. SHARING OF YOUR PERSONAL DATA 

We share your personal data where necessary with other individuals and external 
organisations, including: 

• Parents and carers 

• School governing bodies (such as Board or Parent/Teacher associations (PTA)) 

• Any external provider working with a child for the purposes of providing 
education 

• Local authorities 

• Social services 

• Fostering agencies 

• Examination boards and bodies 

• Health care providers 

• Emergency services  

• Organisations we need to share information with for safeguarding reasons 

• Legal bodies and other regulatory authorities, such as the Scottish Government, 
for example Education Scotland, and the Education Analytical Services, which is 
part of the Scottish Government’s Learning Directorate 

• HM Revenue & Customs in certain circumstances 

• HM Inspectors of Education (HMIe) 

• any organisation or individuals we are legally obliged to share personal 
information with, for example by a court order 

• External auditors or inspectors 

• Police Scotland, external investigators and/or the Procurator Fiscal, in relation 
to any suspected or alleged fraudulent or criminal activity  
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• Specialist teachers, such as peripatetic workers or speech and language 
therapists, or visiting tutors or teachers for art/music/drama workshops 

• Other schools or educational establishments such as colleges and/or 
universities  

• Suppliers and service providers who provide IT, IT security, and HR and system 
administration services, card payment processing, management of mailing and 
distribution, fundraising/marketing., online learning and teaching platforms, 
Card Payment processor, financial and payroll services, alumni services, 
messaging services. 

•  Other organisations including but not limited to: 

o organisations involved in exchange programmes or extra-curricular 
activities 

o external providers of facilities for pupils, such as youth support services  

o sports bodies  

o excursion/trip organisers 

• Debt collection agencies 

• Credit reference agencies 

• Insurance companies, brokers, or other intermediaries 

• Professional advisers including lawyers, bankers, and auditors who provide 
consultancy, banking, legal and accounting services 

• Include any other third party with which personal data is shared 

We do not allow our third-party service providers to use your personal data for their own 
purposes and only permit them to process your personal data for specified purposes 
and in accordance with our instructions. 

We do not transfer your personal data outside the UK. – some services store data in the 
EU and or the USA but we aim to use UK based services where possible. 

6. HOW WE PROTECT YOUR DATA  
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We have in place appropriate security measures to prevent your personal data from 
being accidentally lost, used or accessed in an unauthorised way, altered, or disclosed.  

Access internally to your personal data is limited to those staff who have a need to 
know. They will only process your personal data on our instructions and policies, and 
they are subject to a duty of confidentiality. 

In addition, we have put in place procedures to deal with any suspected personal data 
breach and notify you and any applicable regulator of a breach where we are legally 
required to do so. 

7. HOW LONG WILL YOU USE MY PERSONAL DATA FOR?   

Details of retention periods for various kinds of personal data are explained in our 
Document Retention and Destruction Policy. 

We retain your personal data only for as long as reasonably necessary to fulfil the 
purposes we collected it for, including for the purposes of satisfying any legal, 
regulatory, tax, accounting or reporting requirements.  

To determine the appropriate retention period for personal data, we consider the 
amount, nature and sensitivity of the personal data, the potential risk of harm from 
unauthorised use or disclosure of your personal data, the purposes for which we 
process your personal data and whether we can achieve those purposes through other 
means, and the applicable legal, regulatory, tax, accounting or other requirements. 

In the event of a complaint, or if we believe there is a prospect of litigation in respect to 
our relationship with you, we may retain your personal data for a longer period. 

 

8. YOUR LEGAL RIGHTS 

You have rights under data protection laws in relation to your personal data. 

Which lawful basis we rely on may affect your data protection rights which are 
described in summary below. You can find out more about your data protection rights 
and the exemptions which may apply on the ICO’s website, using the links below. 

• Your right of access - You have the right to ask us for copies of your personal 
information. You can request other information such as details about where we 
get personal information from and who we share personal information with. 

https://www.jordanhill.glasgow.sch.uk/wp-content/uploads/2018/05/Document-Retention-and-Destruction-Policy-1.pdf


 

January 2026 

There are some exemptions which means you may not receive all the 
information you ask for. Read more about the right of access. 

• Your right to rectification - You have the right to ask us to correct or delete 
personal information you think is inaccurate or incomplete. Read more about 
the right to rectification. 

• Your right to erasure - You have the right to ask us to delete your personal 
information. Read more about the right to erasure. 

• Your right to restriction of processing - You have the right to ask us to limit how 
we can use your personal information. Read more about the right to restriction of 
processing. 

• Your right to object to processing - You have the right to object to the 
processing of your personal data. Read more about the right to object to 
processing. 

• Your right to data portability - You have the right to ask that we transfer the 
personal information you gave us to another organisation, or to you. Read more 
about the right to data portability. 

• Your right to withdraw consent – When we use consent as our lawful basis you 
have the right to withdraw your consent at any time. Read more about the right to 
withdraw consent. 

To make a data protection rights request, please contact us using the contact details 
provided in this privacy policy. If a request is made, we must respond to you without 
undue delay and in any event within one month. Occasionally, it could take us longer 
than a month if your request is particularly complex or you have made several requests. 
In those situations, we would notify you and keep you updated. 

 

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. Alternatively, we could 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 or clarification in relation to your request to speed up our response. 

https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#roa
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rtr
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rtr
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rte
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rtrop
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rtrop
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rto
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rto
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/your-data-protection-rights/#rtdp
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9. HOW TO COMPLAIN 

If you have any concerns about our use of your personal data, you can make a 
complaint to us using the contact details in this privacy policy. If you remain unhappy 
with how we have used your data after raising a complaint with us, you can also 
complain to the ICO: https://www.ico.org.uk/make-a-complaint           

10. CHANGES TO OUR PRIVACY POLICY  

We keep our privacy policy under review.  

This version was issued on 20 January 2026. 

https://www.ico.org.uk/make-a-complaint

