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DANCEBOX STUDIOS AND THEATRE WORKS                                                                                 DATA PROTECTION POLICY 
Next Review Date: September 2026
1. Purpose of the Policy
This Data Protection Policy sets out how Dancebox Studios and Theatre Works collects, uses, stores, and protects personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. The policy ensures that personal data is handled lawfully, fairly, and transparently, and that the rights of individuals are protected.
2. Scope
This policy applies to:
· All personal data processed by the College
· All staff, contractors, volunteers, students, and partners
· All forms of data, including electronic, paper-based, verbal, and visual records
3. Definitions
· Personal Data: Any information relating to an identified or identifiable individual
· Special Category Data: Includes data relating to health, disability, ethnicity, religion, biometric data, and sexual orientation
· Data Subject: The individual to whom the personal data relates
· Processing: Any operation performed on personal data, including collection, storage, use, sharing, or deletion
4. Data Protection Principles
The College processes personal data in line with the following principles:
1. Lawfulness, fairness, and transparency
2. Purpose limitation
3. Data minimisation
4. Accuracy
5. Storage limitation
6. Integrity and confidentiality (security)
7. Accountability
5. Lawful Basis for Processing
The College will only process personal data where there is a lawful basis, including:
· Legal obligation
· Public task (education provision)
· Contract
· Consent (where appropriate)
· Vital interests
· Legitimate interests (where applicable)

6. Rights of Individuals
Individuals have the right to:
· Be informed about how their data is used
· Access their personal data
· Rectify inaccurate or incomplete data
· Request erasure (where applicable)
· Restrict processing
· Data portability (where relevant)
· Object to processing
· Withdraw consent (where consent is the lawful basis)
Requests must be made in writing and will be responded to within one calendar month, in line with legislation.
7. Data Security
The College takes appropriate technical and organisational measures to protect personal data, including:
· Secure IT systems and access controls
· Password protection 
· Secure storage and disposal of records
· Clear desk and screen policies
Any data breach must be reported immediately to the Director/Principal.
8. Data Sharing
Personal data may be shared with third parties where:
· There is a legal obligation
· It is necessary for educational or safeguarding purposes
· A data sharing agreement is in place
· The individual has given consent (where required)
All third parties are required to comply with data protection legislation.
9. Data Retention
Personal data will be retained only for as long as necessary. Data will be securely destroyed when no longer required.
· Learner records: 6 years from the financial year end after the last payment was made.
· Employee personnel files (general): 6 years after employment ends, primarily to defend against potential contractual claims.
· PAYE and payroll records: 6 years from the end of the tax year they relate to.
10. Responsibilities
· Principal/Director: Ensures effective implementation of this policy
· Staff and Students: Responsible for handling data in line with this policy and reporting concerns
11. Training and Awareness
All staff will receive appropriate data protection training as part of induction and ongoing professional development.
12. Complaints
If an individual has concerns about how their data is handled, they should contact the Director/Principal. If unresolved, complaints may be escalated to the Information Commissioner’s Office (ICO).
13. Review of the Policy
This policy will be reviewed annually or sooner if required by changes in legislation or guidance.
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