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INTRODUCTION

Varnham Performing Arts (VPA) is committed to protecting the privacy and personal data of everyone we work

with, including students, parents/carers, staff and volunteers. This policy explains how we collect, use, store and

protect personal data, and sets out the rights of individuals whose data we hold.

Personal data means any information relating to a living individual who can be identified from that data — either

alone or in conjunction with other information in VPA's possession or likely to come into such possession.

Legislative basis: This policy is underpinned by the UK General Data Protection Regulation (UK GDPR), the

Data Protection Act 2018 (DPA 2018), and the Data (Use and Access) Act 2025 (DUAA), which received

Royal Assent on 19 June 2025 and introduces further reforms to the UK data protection framework. VPA will

review this policy annually and update it in line with changes to legislation and ICO guidance.

DATA PROTECTION PRINCIPLES

VPA complies with the six data protection principles under the UK GDPR. All personal data must be:

1.  Lawfully, fairly and transparently processed — Personal data is collected and used only where there is a

lawful basis for doing so, and individuals are informed about how their data is used.

2.  Collected for specified, explicit and legitimate purposes — Data is only collected for clearly defined

purposes and not used in ways incompatible with those purposes.

3.  Adequate, relevant and limited to what is necessary — VPA only collects and holds data that is genuinely

needed for the purpose stated — no excessive data is retained.

4.  Accurate and kept up to date — VPA takes reasonable steps to ensure personal data is accurate and

corrects or deletes inaccurate data promptly.

5.  Kept no longer than necessary — Personal data is retained only for as long as needed for the purpose for

which it was collected, in line with VPA's retention schedule.



6.  Processed securely — Appropriate technical and organisational measures are in place to protect personal

data against unauthorised access, loss, destruction or damage.

LAWFUL BASIS FOR PROCESSING

VPA will only process personal data where at least one of the following lawful bases applies:

•  Contract: Processing is necessary to carry out our obligations as a performing arts education and training

provider (e.g. enrolment, timetabling, fee administration).

•  Legal obligation: Processing is required to comply with a legal duty (e.g. safeguarding obligations, HMRC

requirements).

•  Legitimate interests: Processing is necessary for VPA's legitimate interests (e.g. keeping records of

attendance and communications), provided these do not override the rights of individuals. The DUAA 2025

introduces a new ‘recognised legitimate interest’ category, which VPA will apply where relevant.

•  Consent: Where none of the above applies, VPA will seek clear, freely given, specific and informed consent

before processing personal data.

•  Vital interests: In exceptional circumstances, processing may be necessary to protect someone's life (e.g. a

medical emergency involving a child).

WHAT PERSONAL DATA VPA HOLDS

VPA holds personal data about students, parents/carers, staff and volunteers to enable us to carry out our

activities as a performing arts education and training organisation. This may include:

•  Names, dates of birth and contact details of students and parents/carers.

•  Emergency contact information.

•  Attendance and participation records.

•  Fee payment and financial records.

•  Health and medical information relevant to safe participation (e.g. allergies, disabilities).

•  Safeguarding records (held separately and in accordance with VPA's Safeguarding Policy).

•  Staff and volunteer employment records, including DBS check details.

•  Photographs and video recordings where consent has been obtained.

VPA will not disclose personal data to any third party except where the law requires or permits it, or where the
individual (or their parent/carer, in the case of a child) has given explicit permission.

YOUR RIGHTS

Under the UK GDPR and the Data (Use and Access) Act 2025, all individuals whose personal data VPA holds

have the following rights:

1.  Right of access (Subject Access Request / SAR) — You may request a copy of the personal data VPA

holds about you. Under the DUAA 2025, VPA is required to conduct only a reasonable and proportionate

search in responding to SARs (backdated to 1 January 2024). VPA will respond within one calendar month.

2.  Right to rectification — You may request that inaccurate or incomplete personal data is corrected or

updated.



3.  Right to erasure (‘right to be forgotten’) — You may request that VPA deletes your personal data where it

is no longer necessary for the purpose for which it was collected, subject to any legal obligations to retain it.

4.  Right to restrict processing — You may ask VPA to restrict how your data is used in certain

circumstances.

5.  Right to data portability — Where data was provided by you and is processed by automated means, you

may request a copy in a structured, commonly used, machine-readable format.

6.  Right to object — You may object to VPA processing your data on the grounds of legitimate interests or for

direct marketing purposes.

7.  Rights related to automated decision-making — VPA does not currently make decisions about individuals

solely by automated means. If this changes, individuals will be informed and given the opportunity to

request human review.

DATA RETENTION

VPA retains personal data only for as long as is necessary and in line with legal obligations. Our retention

schedule is as follows:

Type of data Retention period

Student, parent/carer and administrative records

(active)

Held while current and associated with VPA activities

Student, parent/carer and administrative records

(after leaving VPA)

3 years for adults; 3 years after a child reaches the

age of 18

Financial and fee records 6 years after the calendar year to which they relate

(HMRC requirement)

Staff and volunteer employment records 6 years after the end of employment or volunteering

Safeguarding records In line with VPA's Safeguarding Policy (generally until

the child reaches 25, or longer where required)

DBS check records Record of check date and reference number only;

certificate not retained beyond initial verification

All data is destroyed securely when the retention period expires, using appropriate methods for the format in

which it is held (e.g. secure deletion of electronic records, shredding of physical documents).

DATA SECURITY

VPA takes the security of personal data seriously and applies appropriate technical and organisational

measures, including:

•  Password-protected and encrypted systems for storing electronic personal data.

•  Restricted access to personal data on a need-to-know basis.

•  Secure storage of physical records, with locked cabinets where appropriate.

•  Regular review of data security practices to reflect evolving risks and ICO guidance.

•  Staff and volunteer awareness of data protection obligations through induction and ongoing training.



Data Breaches

In the event of a personal data breach, VPA will follow the ICO's breach reporting requirements. Where a breach

is likely to result in a risk to individuals' rights and freedoms, VPA will notify the ICO within 72 hours of becoming

aware of it. Where the breach is likely to result in a high risk, affected individuals will also be notified without

undue delay.

THIRD PARTIES AND DATA SHARING

VPA will only share personal data with third parties in the following circumstances:

•  Where required or permitted by law (e.g. referrals to Surrey Children's Services, disclosures to the police in

safeguarding situations, HMRC reporting).

•  Where the individual (or their parent/carer) has given explicit consent.

•  Where VPA uses a third-party service provider (e.g. payment processing, IT services) — in such cases, a

data processing agreement will be in place and the provider will only process data on VPA's instructions.

VPA does not sell or rent personal data to any third party for marketing purposes.

CONTACT AND COMPLAINTS

To exercise any of your rights, or to raise a query or complaint about how VPA handles your personal data,

please contact us in the first instance:

Data Controller: Hannah Varnham, Principal / CEO

Email: info@varnhamperformingarts.co.uk

VPA will acknowledge your request within 5 working days and respond in full within one calendar month.

If you are not satisfied with VPA's response, or believe your data is being processed unlawfully, you have the

right to lodge a complaint with the Information Commissioner's Office (ICO):

Information Commissioner's Office (ICO)

Website: ico.org.uk

Helpline: 0303 123 1113

Post: ICO, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

LEGISLATIVE REFERENCES

•  UK General Data Protection Regulation (UK GDPR)

•  Data Protection Act 2018 (DPA 2018)

•  Data (Use and Access) Act 2025 (DUAA) — Royal Assent 19 June 2025

•  Privacy and Electronic Communications Regulations 2003 (PECR)

•  Human Rights Act 1998



•  ICO Guidance and Codes of Practice — ico.org.uk

•  VPA Safeguarding Policy (cross-reference for safeguarding data)
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