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PRIVACY AND DATA PROTECTION POLICY
CSR Tuition
Policy owner: Simon Riley
Business type: Sole trader / independent tutor
ICO registration reference: ZC237689
Date adopted: 3/9/2026
Last reviewed: NA
Next review date: 2/9/2027
1. Introduction
CSR Tuition is committed to protecting the privacy, confidentiality and personal information of the children and families who use my tutoring services.
As a sole tutor providing one-to-one and group tuition in my own home, at hired venues and online, I recognise the importance of handling personal information responsibly and securely.
I process personal information in accordance with applicable data protection legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, as amended.
I am registered with the Information Commissioner's Office (ICO), where required, and will maintain my registration and associated responsibilities as applicable.
This policy explains what personal information I collect, why I collect it, how I use and protect it, when I may share it, how long I retain it and what rights individuals have in relation to their information.
This policy applies to parents, carers, pupils and prospective clients, and to other individuals whose personal information I process in connection with my tutoring business.
2. Data protection responsibilities
As the owner and sole tutor of CSR Tuition, I am responsible for ensuring that personal information is processed fairly, lawfully, transparently and securely.
I will:
· Collect only information that is necessary for legitimate business purposes.
· Explain how personal information is used.
· Keep personal information accurate and up to date where necessary.
· Store information securely and restrict access to authorised individuals.
· Retain information only for as long as necessary, taking account of legal, safeguarding and business requirements.
· Respond appropriately to requests concerning personal data rights.
· Take reasonable steps to prevent unauthorised access, loss, alteration or disclosure of personal information.
· Review my data protection arrangements regularly.
3. Personal information I collect
The information I collect will depend on the services provided and the circumstances of the pupil.
3.1 Information about parents and carers
This may include:
· Names and contact details, including telephone numbers and email addresses.
· Home or billing addresses, where needed.
· Information about tuition bookings, payments and invoices.
· Communications about lessons, progress, cancellations and concerns.
· Consent records, including promotional photography and video permissions.
3.2 Information about pupils
This may include:
· Name and age or date of birth, where necessary.
· Parent or carer contact details and emergency contacts.
· Educational information relevant to tuition, such as learning goals, progress and assessment results.
· Information about additional learning needs, accessibility or reasonable adjustments.
· Relevant medical or safety information provided to help me deliver tuition safely.
· Attendance, lesson notes and communications relating to tuition.
· Safeguarding information where a concern arises.
I will take particular care with information about children's health, disabilities, additional needs and safeguarding matters because this information may be especially sensitive.
3.3 Photographs and video recordings
Where appropriate and with the necessary permissions, I may take photographs or video recordings of pupils for promotional purposes.
Examples may include photographs of pupils participating in learning activities, celebrating achievements or taking part in educational events.
Promotional photography and video are optional and are not a condition of receiving tuition.
I will obtain specific consent before using an identifiable child's photograph or video for promotional purposes, as described in Section 8 and the separate consent form at the end of this document.
3.4 Online tuition information
When providing online tuition, I may process information through the platforms and tools used to deliver lessons.
Depending on the platform, this may include names, email addresses, usernames, lesson links, chat messages, submitted work and technical information processed by the service provider.
Online lessons will not routinely be recorded. Any proposed recording will be considered separately, with appropriate privacy information, permissions and safeguards.
4. How I collect personal information
I may collect personal information:
· Directly from parents, carers and pupils.
· Through registration forms, enquiry forms and tuition agreements.
· Through emails, telephone calls and other communications.
· Through assessments, lesson activities and work submitted by pupils.
· Through online tuition platforms.
· From parents or carers who provide information necessary to support a pupil.
· Through safeguarding disclosures or information received from appropriate agencies, where necessary.
I will explain the purpose of collecting information and will avoid collecting information that is unnecessary for the services I provide.
5. Why I use personal information and my lawful bases
Under data protection law, I must identify a lawful basis for processing personal information.
Depending on the circumstances, I may rely on the following lawful bases.
	Purpose
	Possible lawful basis

	Responding to enquiries and arranging tuition
	Steps taken at the request of an individual before entering into a contract

	Providing tuition, managing bookings and communicating about lessons
	Performance of a contract

	Managing payments, invoices and accounting records
	Performance of a contract and/or compliance with legal obligations

	Maintaining relevant educational and progress records
	Performance of a contract or legitimate interests, as appropriate

	Communicating essential information about tuition
	Performance of a contract or legitimate interests, as appropriate

	Maintaining business records and protecting business systems
	Legitimate interests, where these are not overridden by individuals' rights

	Responding to safeguarding concerns and making necessary referrals
	The applicable lawful basis will depend on the circumstances, including legal obligations, legitimate interests or vital interests where appropriate

	Using identifiable photographs or videos for promotional purposes
	Consent

	Sending optional marketing communications
	Consent where required, or another lawful basis where permitted by law


I will consider the appropriate lawful basis for each processing activity rather than assuming that one basis applies to everything.
Where I process special category information, such as health information, I will also identify an applicable condition under data protection law and apply any additional safeguards required.
I will not use consent for promotional photographs as a condition of providing tuition.
6. How I use personal information
I use personal information to:
· Respond to enquiries and arrange tuition.
· Provide appropriate educational support.
· Communicate with parents, carers and pupils.
· Monitor learning progress and plan lessons.
· Manage bookings, payments and invoices.
· Meet relevant legal and accounting obligations.
· Respond to complaints and concerns.
· Protect the safety and welfare of children.
· Maintain appropriate safeguarding records.
· Manage and improve my tutoring services.
· Use promotional photographs and videos only where the necessary consent has been obtained.
I will not use personal information for purposes that are incompatible with the purpose for which it was collected without an appropriate lawful basis and any necessary additional information or consent.
7. Children's privacy and safeguarding information
I recognise that children require particular care and protection when their personal information is processed.
I will:
· Explain privacy information in language that is appropriate to the child's age and understanding.
· Respect a child's privacy and dignity.
· Avoid collecting unnecessary information about a child.
· Keep educational, medical and safeguarding information secure.
· Consider the child's views and wishes when decisions are made about photographs, videos or other uses of their information.
· Share information with parents, carers or other individuals only where appropriate and lawful.
· Share information with safeguarding agencies where necessary to protect a child.
A parent or carer may normally exercise certain rights on behalf of a child where legally appropriate. However, a child's own rights and level of understanding must also be considered.
Where a safeguarding concern arises, I may need to share relevant information with children's social care, the police or another appropriate agency. I will not promise absolute confidentiality where information may need to be disclosed to protect a child.
My Child Protection Policy sets out the procedures I follow when safeguarding concerns arise.
8. Promotional photography and video consent
I may occasionally wish to use photographs or video recordings to promote my tutoring business, celebrate educational activities or demonstrate the learning opportunities I provide.
Promotional material may be used on:
· My business website.
· My business social media pages.
· Printed publicity materials, such as leaflets or brochures.
· Business advertisements or promotional presentations.
· Other promotional channels specifically explained to the parent or carer.
8.1 Consent is optional
I will seek consent from a parent or person with parental responsibility, as appropriate, before using an identifiable child's photograph or video for promotional purposes.
Consent is entirely optional. A child will not be disadvantaged, treated differently or prevented from receiving tuition because a parent or carer declines permission.
I will also take account of the child's own views and wishes. If a child objects to being photographed or having their image used, I will not proceed with promotional use, even if a parent has signed the consent form.
8.2 What consent covers
Consent will be requested separately for different types of promotional use, so parents and carers can make an informed choice.
These may include:
· Photographs.
· Video recordings.
· Publication on the business website.
· Publication on business social media.
· Use in printed publicity materials.
I will explain the intended use of the images or recordings before seeking consent.
I will not assume that permission for one purpose automatically permits use for another purpose.
I will not publish a child's full name alongside their photograph or video unless this has been specifically explained and separately agreed, where appropriate.
8.3 Group photographs and videos
Where photographs or videos include more than one identifiable child, I will ensure that appropriate permissions have been obtained for every child who can be identified.
If permission has not been granted, I will take reasonable steps to exclude the child from the image or video, or edit the material so the child cannot reasonably be identified, before using it for promotion.
I will not rely on one parent's consent to authorise the promotional use of another child's image.
8.4 Safe handling of images
I will:
· Use images only for the purposes that have been agreed.
· Store images securely and restrict access.
· Avoid including identifying details that are unnecessary for the promotional purpose.
· Avoid images that could embarrass, humiliate or place a child at risk.
· Avoid sharing images with unrelated third parties.
· Take reasonable steps to ensure that promotional images are appropriate and respectful.
· Consider safeguarding risks before publishing any image or recording.
I will not use promotional photographs or videos in a way that conflicts with my safeguarding responsibilities.
8.5 Withdrawal of consent
A parent or carer may withdraw consent at any time by contacting me using the details in this policy.
Withdrawal will not affect the lawfulness of any use that took place before consent was withdrawn.
After receiving a withdrawal request, I will stop any new use of the relevant material and take reasonable steps to remove it from channels that I control, subject to any legal requirements and practical limitations.
I cannot guarantee the removal of copies that other people have independently downloaded, shared or reproduced, or that appear in third-party systems beyond my control.
I will explain these limitations when consent is requested.
8.6 Consent records
I will keep a record of the permissions granted, the purposes covered, the date consent was obtained and any subsequent withdrawal or change.
I will ensure that consent records can be checked before promotional material is published.
The separate Parent/Carer Consent Form at the end of this policy records these choices.
9. Sharing personal information
I do not sell children's or families' personal information.
I may share relevant personal information where necessary with:
· Parents or carers, where appropriate and lawful.
· Online tuition or video-conferencing providers.
· Email, website hosting, cloud storage or other service providers who support my business.
· Payment processors or accounting service providers.
· Professional advisers, where necessary.
· Children's social care, safeguarding services or the police when required or appropriate.
· Courts, regulators or other authorities where legally required.
Where a service provider processes personal information on my behalf, I will take reasonable steps to ensure that appropriate data protection arrangements are in place.
I will share only the information necessary for the relevant purpose and will take particular care when sharing children's information.
I will not share promotional photographs or videos with third parties for unrelated uses unless I have an appropriate lawful basis and any necessary consent.
10. International transfers
Some online services may store or process personal information outside the United Kingdom.
Where personal information is transferred internationally, I will take reasonable steps to establish whether the transfer is lawful and whether appropriate safeguards are in place under applicable data protection law.
Further information about the relevant service providers may be available through their privacy notices.
11. How I protect personal information
I take reasonable technical and organisational measures to protect personal information from loss, theft, unauthorised access, alteration or disclosure.
These measures may include:
· Using passwords and device security features.
· Keeping software and devices appropriately updated.
· Restricting access to business records.
· Using secure storage and reputable service providers.
· Avoiding unnecessary storage of sensitive information on portable devices.
· Keeping paper records in a secure location.
· Using appropriate security settings for online tuition and business accounts.
· Taking care when sending emails or sharing documents.
· Separating safeguarding records from routine educational records where appropriate.
No system can be guaranteed completely secure. However, I will take reasonable steps to reduce risks and respond appropriately if a data security incident occurs.
12. Data breaches and security incidents
If I become aware of a personal data breach, I will take appropriate steps to contain the incident, assess the risks and prevent further unauthorised access or disclosure.
I will document relevant incidents and consider whether the breach must be reported to the ICO or affected individuals under applicable legal requirements.
Where a breach is likely to result in a risk to individuals' rights and freedoms, I will assess my reporting obligations and act within the required timescales.
I will also review what happened and take reasonable steps to reduce the likelihood of similar incidents occurring again.
13. How long I keep personal information
I will retain personal information only for as long as necessary for the purpose for which it was collected, taking account of legal requirements, safeguarding responsibilities and legitimate business needs.
Different types of information may need to be retained for different periods.
My retention arrangements will cover:
· Enquiry and booking information.
· Tuition agreements and contact details.
· Educational records and lesson notes.
· Payment and accounting records.
· Safeguarding records.
· Consent records for promotional photography and video.
· Photographs and video recordings.
I will periodically review the information I hold and securely delete or destroy information that is no longer required, unless there is a lawful reason to retain it.
My retention periods
I will complete and maintain a retention schedule appropriate to my business.
	Type of information
	Retention period

	Unsuccessful enquiries
	1 calendar month

	Routine tuition records
	1 calendar year

	Financial and tax records
	5 calendar years

	Promotional consent records
	1 year after end of tuition

	Promotional photographs and videos
	1 Calendar Year


I will not adopt arbitrary retention periods without considering the relevant legal and safeguarding requirements.
Retention of Safeguarding and Child Protection Records
Safeguarding and child protection records will be stored securely, separately from routine tutoring records where appropriate, and accessed only where necessary.
Records will be retained for as long as is necessary for safeguarding, legal, accountability and potential claims purposes. As there is no single statutory retention period applicable to all independent tutors, the retention period will be determined according to the nature and seriousness of the concern, relevant guidance and any advice received from children’s social care, the police or the Local Authority Designated Officer (LADO).
Records relating to serious concerns, allegations of abuse or suspected child sexual abuse will not be routinely destroyed at the end of tuition. Their retention will be reviewed individually, with specialist advice sought where appropriate.
Retention decisions and their rationale will be documented. Records will be reviewed periodically and securely destroyed when they are no longer required, unless a legal requirement, ongoing investigation or other justified reason requires them to be retained longer.
Safeguarding information will not be destroyed where doing so could prejudice an ongoing investigation, legal proceedings or the protection of a child.

14. Individual rights
Under data protection law, individuals may have the right to:
· Access: Request a copy of the personal information I hold about them.
· Rectification: Ask me to correct inaccurate or incomplete information.
· Erasure: Request deletion of personal information in certain circumstances.
· Restriction: Ask me to restrict the use of their information in certain circumstances.
· Objection: Object to certain types of processing, including processing based on legitimate interests.
· Data portability: Request their information in a portable format where the legal requirements apply.
· Withdraw consent: Withdraw consent where consent is the lawful basis for processing.
· Complain: Raise concerns about how their personal information is handled.
These rights are subject to applicable legal conditions and exceptions. For example, I may need to retain certain records to meet legal obligations or protect a child.
Requests can be made using the contact details in this policy. I will respond in accordance with the applicable legal requirements and timescales.
15. Marketing communications
I may provide parents and carers with information about my tutoring services, new courses or other relevant business updates.
Where electronic marketing rules require consent, I will obtain that consent before sending marketing communications.
I will provide a clear way to unsubscribe or opt out of marketing communications, as applicable.
Consent to receive marketing messages is separate from consent for promotional photographs and videos. Declining one will not affect access to tuition.
I will not use a child's personal information for unrelated marketing purposes without an appropriate lawful basis and safeguards.
16. Cookies and website information
If my business website uses cookies, analytics tools or similar technologies, I will provide appropriate information about them and obtain consent where required by applicable law.
Some cookies may be necessary for the operation and security of a website, while others may be used for analytics, preferences or advertising.
Further information will be provided through a cookie notice or cookie policy where applicable.
17. Complaints and concerns
If a parent, carer or pupil has a concern about how I handle personal information, they can contact me using the details below.
I will consider the concern carefully and respond appropriately.
Individuals also have the right to raise a complaint with the Information Commissioner's Office.
Information Commissioner's Office
Website: https://ico.org.uk/
Telephone: 0303 123 1113
18. Contact details
For questions about this policy, personal information or the withdrawal of promotional photography or video consent, please contact:
Business name: CSR Tuition
Data protection contact: Simon Riley
Email: csrtutor@outlook.com
Telephone: 07816975232
Business address: 4 Treventon Rise, St Columb Major, Cornwall, TR96AY
ICO registration reference: ZC237689
19. Policy review
This policy will be reviewed at least annually and sooner if there are significant changes to my business, the personal information I process, the services I use or relevant data protection requirements.
The current version will be made available to parents and carers.

APPENDIX A: PARENT/CARER CONSENT FORM
Promotional Photography and Video
Tutoring Business Name: CSR Tuition
Tutor: Simon Riley
This form allows parents or carers to choose whether they consent to their child's photograph or video being used to promote the tutoring business.
Giving permission is entirely optional. Your child can receive tuition whether you agree to promotional photography and video or not.
Please read the information below and tick each option you agree to. Leaving an option unticked means that permission has not been given for that use.
A. Child's details
Child's full name: ______________________________________
Parent/carer's full name: _________________________________
Relationship to child: ___________________________________
Email address or telephone number: _________________________
B. Permission for promotional use
Please tick each option separately.
1. Photographs
[ ] I give permission for photographs of my child to be taken and used for the promotional purposes explained in the Privacy and Data Protection Policy.
[ ] I do not give permission for photographs of my child to be used for promotional purposes.
2. Video recordings
[ ] I give permission for video recordings featuring my child to be taken and used for the promotional purposes explained in the Privacy and Data Protection Policy.
[ ] I do not give permission for video recordings featuring my child to be used for promotional purposes.
C. Where images may be used
Please indicate the channels for which you give permission.
	Promotional channel
	Yes
	No

	Business website
	[ ]
	[ ]

	Business social media pages
	[ ]
	[ ]

	Printed leaflets, brochures or publicity materials
	[ ]
	[ ]

	Business advertisements or promotional presentations
	[ ]
	[ ]


Permission applies only to the types of material and channels agreed above.
If a particular use is not agreed, I will not use the child's image for that purpose.
D. Names and identifying information
[ ] I consent to my child's first name being used alongside an approved photograph or video where this is specifically relevant to the agreed promotional purpose.
[ ] I do not consent to my child's name being published alongside their photograph or video.
I understand that I will be asked separately before my child's full name or other identifying details are published.
E. Understanding and agreement
Please confirm the following:
[ ] I have read or been given access to the Privacy and Data Protection Policy.
[ ] I understand that promotional photography and video consent is optional and is not a condition of receiving tuition.
[ ] I understand that I can withdraw consent at any time by contacting the tutor.
[ ] I understand that withdrawal will stop future use and that reasonable steps will be taken to remove material from channels controlled by the tutor, but that copies already shared by other people or held by third parties may not be recoverable.
[ ] I confirm that I have parental responsibility for the child, or otherwise have the appropriate authority to provide this permission.
F. Child's views
The tutor will also take account of the child's own wishes and feelings before photographs or videos are taken or used.
Where the child objects, the tutor will not proceed with promotional use, even where a parent or carer has provided permission.
G. Signature
Parent/carer's name: _____________________________________
Signature: _____________________________________________
Date: _________________________________________________
Child's name: ___________________________________________
Date consent recorded by tutor: ____________________________
Tutor's record/reference: _________________________________
H. Withdrawal or amendment of consent
To withdraw or change your permissions, please contact:
Email: [Business email]
Telephone: [Business telephone number]
Please specify your child's name and the permissions you wish to withdraw or change.
The tutor will update the consent record and take reasonable steps to ensure that future promotional use follows your updated instructions.

End of policy and consent form
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