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PRIVACY STATEMENT AND NOTICE
Company: Insight Training Effective Date: [Insert Date] Review Date: [Insert Date]
1. Introduction
Insight Training is committed to protecting the privacy and security of personal data. This Privacy Statement explains how we collect, use, store, and protect personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
2. Who We Are
Insight Training is a training provider responsible for processing personal data relating to learners, staff, and other stakeholders.
3. Information We Collect
We may collect and process the following types of personal data:
· Personal identification details (e.g., name, address, date of birth)
· Contact information (e.g., email, phone number)
· Learner data (e.g., course enrolment, progress, assessment results)
· Employment data (for staff)
· Unique Learner Number (ULN) and Personal Learning Record (PLR) data (where applicable)
· Special category data (e.g., health or support needs, where required)
4. How We Use Personal Data
We use personal data to:
· Deliver education and training services
· Assess learner progress and achievement
· Meet legal and regulatory requirements (e.g., Ofqual, awarding organisations)
· Provide support services
· Communicate with learners and staff
· Improve our services
5. Lawful Basis for Processing
We process personal data under the following lawful bases:
· Contract (to deliver training services)
· Legal obligation (to meet regulatory requirements)
· Legitimate interests (to operate and improve our services)
· Consent (where required, e.g., accessing PLR)
6. Sharing of Information
We may share personal data with:
· Awarding organisations and regulators (e.g., Ofqual)
· Government agencies where required
· Employers or funding bodies (where applicable)
· Third-party service providers supporting our operations
All sharing is conducted securely and in line with data protection requirements.
7. Data Security
Insight Training takes appropriate technical and organisational measures to protect personal data, including:
· Secure storage systems
· Access controls
· Staff training on data protection
8. Data Retention
Personal data will be retained only for as long as necessary to fulfil its purpose and meet legal or regulatory requirements.
9. Individual Rights
Individuals have the right to:
· Access their personal data
· Request correction of inaccurate data
· Request erasure (where applicable)
· Restrict or object to processing
· Data portability
· Withdraw consent where processing is based on consent
Requests can be made by contacting Insight Training.
10. Complaints
If you have concerns about how your data is handled, you can contact Insight Training. You also have the right to lodge a complaint with the Information Commissioner’s Office (ICO).
11. Contact Details
For queries regarding this Privacy Notice, please contact: [Insert Contact Details]
12. Policy Review
This Privacy Statement will be reviewed annually or in line with changes to legislation or organisational practices.

Approved by: ____________________
Date: ____________________
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