Privacy Policy for Melody Movement Early Learning Ltd

Under the GDPR 2018, anyone who has data held by an organisation is a ‘data subject,’ and will have more rights regarding how their data is held, used and disposed of. Melody Movement Early Learning Ltd is committed to ensuring that your privacy is protected.

We may change this policy by updating this document. You should check from time to time to ensure that you are happy with any changes. This policy is effective from 20 April 2018.

Melody Movement Early Learning Ltd understands that your privacy is important to you and that you care about how your information is used and shared.  We respect and value the privacy of everyone who enquires or purchases our services and will only collect and use information in ways that are useful to you and in a manner consistent with your rights and our obligations under the law.

Any personal information you share with us will be processed in accordance with the UK Data Protection Act 1998 and we regularly review our privacy policy. Your data will be used for the purposes of managing our service to you.  Melody Movement Early Learning Ltd will not share your data without your permission.  We will never sell your data.  

This privacy policy tells you what to expect when we collect personal information from you.

What data we collect
· Your name, address, telephone numbers and email address
· Your school name and contact details
· Dance association membership numbers

What we do with the data we gather
· Internal record keeping 
· Invoicing and payment records
· Keep you informed of news and events

Why we collect your data
· For the purposes of managing the service we provide to you 
· To send you communications relating to Melody Movement Early Learning.  This may be regarding your licence, newsletters, promotional materials or business advice

How we collect and store your data
· Information is collected on the registration form you complete
· Information is gathered from the details you provided during your initial enquiry with us by telephone or email
· Your details are transferred onto our Access database system
· Paper files are stored securely at our offices 

How long we keep your data
· Your data will be processed, stored and disposed of in accordance with the principles of the Data Protection Act
· We will keep your records for 6 years following your purchase or the expiry of your licence

Security

We are committed to ensuring that your information is secure. We have an Information Security Policy to prevent unauthorised access or disclosure, (which is also compliant with the Payment Card Industry Data Security Standard (PCI DSS)) and we have put in place suitable physical, electronic and managerial procedures to safeguard and secure the information we collect.

Take control of how your data is used

We may use your information to send you promotional information, such as newsletters, new product information, and Melody Movement Early Learning activity. We may also share your information with the third-party mailing platform MailChimp to send you newsletters or marketing information. If you do not want us to use your personal information for marketing purposes, or, if you wish to limit what and how we send you information, you may opt out at any time or specify your preferences by writing to us, or emailing us at info@melodymovement.com and you can immediately unsubscribe from our MailChimp circulars by clicking the unsubscribe option.  MailChimps privacy policy can be found at https://mailchimp.com/legal/privacy 

Your rights under the GDPR

Under the GDPR coming into force on 25 May 2018, anyone who has data held by an organisation is a ‘data subject,’ and will have more rights regarding how their data is held, used and disposed of.  Your rights under the GDPR are listed below.

· The right to be informed - Data subjects must be told what personal data is being held, what it is being used for and why. 
· The right of access - Data subjects can see what data of theirs is being processed upon request.  
· The right of rectification - If personal data held by organisations is incorrect, they have an obligation to change it.
· The right to erasure - Data subjects can demand that personal data held about them is erased where there is no compelling reason for its continued processing. 
· The right to data portability - At the data subject’s request their data must be able to be moved, copied or transferred from one IT environment to another in a safe and secure way.
· The right to object - If a data subject does not like the way their data is being used they can request that the use is stopped, and that must happen unless there is an overriding legitimate reason to continue using it.
· Rights in relation to automated decision-making or profiling - Data subjects can demand that a human review any decision made by software alone.

Data access request

To make a data access request please email info@melodymovement.com.

Making a complaint

If you are unhappy with what information we gather and how and why we use it, you can make a complaint in writing to Melody Movement Early Learning Ltd, Melody Bear HQ, Unit 33 Stephenson Road, St Ives, Cambridgeshire, PE27 3WJ, or by email to info@melodymovement.com.

You can make a verbal complaint by contacting our offices on 01480 46971.

You may also wish to contact the Information Commissioners Office (ICO) for help and advice.  You can find them at www.ico.org.uk or by calling their helpline on 0303 123 1113.    

[bookmark: _GoBack]
