Training
RSC Training Ltd — Privacy Policy
Effective Date: 21 November 2025

Introduction

RSC Training Ltd (“we”, “our”, “us”) is committed to protecting your privacy and handling your personal
data responsibly. This Privacy Policy explains how we collect, use, store, and share personal data
(“Personal Data”) in compliance with the UK General Data Protection Regulation (UK GDPR), the Data
Protection Act 2018, and relevant employment and ACAS guidance.

This policy applies to all individuals interacting with us, including course delegates, website visitors,
job applicants, employees, and former employees.

If you have any questions about this Privacy Policy or how we process your Personal Data, please
contact our Data Protection Officer (DPO):

e Email: info@rsc-training.co.uk

e Phone: 0203 794 0798

e Post: FAO Data Protection Officer, RSC Training Ltd, 8 Priory Hill, Twisleton Court, Dartford,
Kent, DA1 2EN

1. Personal Data We Collect

We only collect Personal Data necessary for providing our services and fulfilling legal obligations. This
includes:

Delegates / Course Participants
e Name, address, telephone number, email address
e Details required for accreditation or registration with third-party Accrediting Bodies

Website Visitors
e |P address, browser type, device information, and analytics data (collected anonymously via
cookies, see section 6)

Job Applicants, Employees, and Former Employees
e Application details, CV, references, qualifications
e Employment records, payroll information, contact information

Other Information
e Social media interactions, communications with us via phone, email, post, or in person
e Payment details (processed by third-party providers; see section 5)

2. Legal Basis for Processing
We process your Personal Data based on the following legal grounds:

Processing Activity Legal Basis
Registration for courses / delegate | Performance of a contract / legal obligation
applications
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Payments for services Performance of a contract / legal obligation
Marketing communications Consent or legitimate interest
Job applications Legitimate interest / legal obligation
Employee records Performance of a contract / legal obligation / legitimate
interest
Website analytics Legitimate interest (improving our services)

3. How We Use Personal Data

We use your Personal Data for purposes including:
e Providing and administering our training services
e Communicating with you about our services and course information
e Processing payments and invoices
e Assessing job applications and managing employment records
e Improving our services via website analytics and feedback
e Complying with legal and regulatory obligations

We do not use your Personal Data for purposes unrelated to the services we provide without obtaining
your explicit consent.

4. Marketing Communications

We may contact you to provide updates on our services or promotional information, only if you have
given consent or where we have a legitimate interest.
You may opt out of marketing communications at any time by:

e Clicking “unsubscribe” in emails

e Contacting our DPO at info@rsc-training.co.uk

5. Payments and Third-Party Services

Payments are processed via third-party providers (e.g., Stripe, Xero, Santander). We do not store your
banking or card details. Personal Data shared with these providers is limited to what is necessary to
process payments and invoices.

We may also share your Personal Data with third-party Accrediting Bodies and other service providers
acting as data processors. All third parties are contractually obligated to protect your data in

accordance with UK GDPR.

If any third-party stores data outside the UK/EU, appropriate safeguards (e.g., Standard Contractual
Clauses) are in place.

6. Website Cookies and Analytics

Our website (www.rsc-training.co.uk) uses cookies and analytics tools to monitor usage and improve
our services.

e Essential cookies: required for website functionality
e Non-essential cookies: require your consent before use (e.g., Google Analytics)
Please see our separate Cookie Policy for detailed information.
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7. Data Retention

We will only retain your Personal Data for as long as necessary for the purposes for which it was
collected, or to comply with legal obligations:

e Delegate records: 6 years after course completion
e Marketing lists: until you unsubscribe or withdraw consent
e Employee records: during employment and for up to 6 years post-employment
e Job applications: 6 months unless otherwise agreed
After this period, your Personal Data will be securely deleted or anonymised.

8. Your Rights
Under UK GDPR, you have the right to:

e Access your Personal Data and receive a copy

e Rectify inaccuracies in your data

e Erase your Personal Data (right to be forgotten)

e Restrict processing in certain circumstances

e Object to processing, including marketing

e Data portability — receive your data in a structured, machine-readable format
e Lodge a complaint with the Information Commissioner’s Office (1CO)

Requests will be responded to within one month, with a possible extension of up to two months if
necessary.

9. Security of Your Data
We take all reasonable steps to protect your Personal Data, including:
e Physical security measures
e Encryption and access controls
e Staff training on data protection
e Regular audits of third-party processors
10. Sharing Personal Data
We only share Personal Data:
e  With third-party Accrediting Bodies for course registration
e  With payment processors and service providers as necessary

e When legally required or to protect rights and safety
We never sell or trade your Personal Data.
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11. Age Restrictions

Our services are intended for individuals aged 16 and over. We do not knowingly collect Personal Data
from anyone under 16. If we become aware that we have collected data from a minor, it will be deleted
immediately.

12. Changes to this Privacy Policy

We may update this Privacy Policy from time to time. Significant changes will be notified via email or
on our website. Please review this policy periodically.

13. Data Protection Authority

RSC Training Ltd is registered as a Data Controller with the Information Commissioner’s Office (ICO)
under number ZA170507.
ICO Contact:

e  Website: www.ico.org.uk
e Address: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire,

SK9 5AF
e Phone: 0303123 1113

14. Contact Us

For questions, concerns, or complaints about your Personal Data or this Privacy Policy, contact our
DPO:

e Email: info@rsc-training.co.uk
e Phone: 0203 794 0798
e Post: FAO Data Protection Officer, RSC Training Ltd, 8 Priory Hill, Twisleton Court, Dartford,
Kent, DA1 2EN
We will respond to all requests within 30 days.
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