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Updated: May 2018 The policy is reviewed periodically

1. Informationabout Capital School of English, Bournemouth

Capital School of English Limited (Capital SE Limited) are always committed to deliveringa
professionalserviceand an exceptional customer service forour partners and students. Capital
School of English (trading as Capital SE Limited) (“we” or “us”) take the privacy of all our Students,
Educational Tour Operators (ETOs), Partners, Homestay Providers and Employees seriously.

This Privacy Policy explains in detail the types of personal datawe may collect about you whenyou
interact with us. It also explains how we’ll store and handle that data, and keep it safe.

Please read this Privacy Policy carefully as once you use our website and/orthe servicesit provides
(“Services”) you willbe regarded as having read and accepted this Privacy Policy. You must not use
our website orourServices if you do not accept this Privacy Policy. We hope this Privacy Policy will
answerany questions you have butif not, please getintouch with us (info@capitalschool.co.uk).

It’s likely that we’ll need to update this Privacy Policy from time to time. We’ll notify you of any
significant changes, but you’re welcometo come back and check it wheneveryou wish.

Capital SE Limited is registered with the Information Commissioner Office (ICO)inthe UK as a “data
controller”inrelationtothe Services and your personal information. All datawill be keptin
accordance with the provisions of the General Data Protection Regulation (GDPR) (25th of May
2018).

Capital SE Limited (company number04789251).

Our registered addressis 324 Wimborne Road, Bournemouth, Dorset, BH9 2HH, UK.

2. Explainingthe legal baseswe relyon

The General Data Protection Regulation (GDPR) (25th of May 2018), sets out a number of different
reasons for which a company may collect and process (store, handle keep it safe, and destroy) your
personal data, including:

Consent
In specificsituations, we can collect and process your data with your consent.
Forexample, when you tick a box to receive email newsletters.

When collecting your personal data, we’llalways make clearto you which datais necessaryin
connection with a particularservice.
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Contractual obligations
In certain circumstances, we need your personal datato comply with our contractual obligations.

For example, if a student orders a taxito collect them from the airport on arrival, we’ll collect the
student’s fullname, flight details, and destination address to ensure the student reaches their
destination, and pass them to ourtaxi provider.

Legal compliance
If the law requires us to, we may need to collectand process your data.

For example, we collect student passport details and/or biometric data to ensure they are legally
entitled to study in the UK.

Legitimate interest

In specificsituations, we require your datato pursue our legitimateinterestsin away which might
reasonably be expected as part of running our business and which does not materially impact your
rights, freedom orinterests.

For example, we will send Educational Tour Operators any updates to our tuition and
accommodation fees to ensure they can pass on the most up-to-date information to students.

We also combine the enrolment history of many students/ETOs to identify trends and ensure we can
keep up with demand, or develop new products/services.

3. Cookies

Like many websites, when you visit our website we issue a ‘cookie’ or unique code thatallows usto
identify your computer. We use the cookie torecord where applicable, the website that referredyou
to our website and to note the different areas of our website recently accessed through your
computer—itisonlyusedinrelationtoour website and notinrelationto any other websites you
may visit. We may use the information collected in this way to tell you about services or products
which might be of interest to you when you make furthervisits to this website. If you do not accept
incoming cookiesthenthe performance of our website on your system may not be to full standard.

4. The Informationwe collect
Capital SE Limited will process awide range of data on students, Educational Tour Operators,
Homestay providers, employees and those who contact us. Personal data can be collected directly

fromthe person, orthrough a third party, such as an Educational Tour Operator.
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What sort of personal data we collecton
students

When we collect personal data on students

- Datatoenrolyouas a student at Capital
SE Limited: yourfull name, gender, date
of birth, country of residence,
nationality, firstlanguage, addressin
your country, phone number, email
address, dietary requirements, medical
conditions, next of kin details (full name,
phone number, email address,
relationship to student, level of English).

NOTE: By completing this Online Student
Enrolment Formyou will be sending
information about yourself across the
Internet. Whilst every effortis made to
keepthisinformationsecure, you should
be aware that we cannot offerany
guarantees of absolute privacy. If this
matter concernsyou thenyoushould
use another method to notify us of your
information.

- Detailsof yourinteractions withuson
our database (EduPro)
For example, we collect notes from our
conversations with you, details of any
complaints or comments you make

- Copiesof documentsyou provide to
prove yourage or identity where the law
requiresthis. (including your passport
and/ornational identity card). This will
include details of your full name,
address, date of birth and facial image. If
you provide a passport, the data will also
include your place of birth, genderand
nationality. Visainformation.

- Yourimage may be recorded on CCTV
whenyouvisit the school oran external
site used by the school.

- Alltelephone callsto the school direct
numberare recorded for training and
monitoring purposes.

- Yoursocial mediausername, if you
interact with us through those channels,
to help usrespondtoyour comments,
questions orfeedback.

- Whenyou (students) complete our
enrolmentformonline on
www.capitalschool.co.uk

- Whenyour ETO completesour
enrolmentformonline on
www.capitalschool.co.uk orwhenyour
ETO submitstheirenrolmentformto
Capital SE Limited on your behalf

- When parentsand/orlegal guardian of
students Under 18 complete our
Parental Consentform.

- Whenyou (students) complete our
‘Important details form’ during your
induction

- Whenyou (students) complete an
‘Absence form’.

- When parents and/orlegal guardian of
students Under 18 complete our
‘Permission to travel’ form.

- Whenyoufillinanyforms. For example,
ifan accident.
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- Your banktransferinformationin paper
form (including your full name, address
inyour home country). Thisdoes not
include bank details.

What sort of personal data we collecton
Educational Tour Operators (ETO)

When we collect personal data on Educational
Tour Operators (ETO)

- Datatoregisteryouasan ETO with
Capital SE Limited:yourfull name,

- Whenyou (ETO) complete our ETO
Application Formonline on

gender, country of residence, www.capitalschool.co.uk
nationality, firstlanguage, addressin
your country, phone number, email
address, type of company, positionin
the company, countries the ETO
represents, social mediaaddressesand
the contact of the referencesthe ETO

provides.

NOTE: By completingthis Online ETO
Enrolment Formyou will be sending
information aboutyourself across the
Internet. Whilst every effortis made to
keepthisinformation secure, youshould
be aware that we cannot offerany
guarantees of absolute privacy. If this
matter concernsyou thenyoushould
use another method to notify us of your
information.

- Detailsof yourinteractions withuson
our database (EduPro)
For example, we collect notes from our
conversations with you, details of any
complaints or comments you make

- Yourimage may be recorded on CCTV
whenyouvisitthe school oran external
site used by the school.

- Alltelephone calls to the school direct
numberare recorded for trainingand
monitoring purposes.

5. Whywe collectinformation

We collect dataon student, ETOs and Homestay Providers to give you the best possible service.
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The data privacy law allows this as part of our legitimate interestin understanding our customers
and providingthe highestlevels of service.

Of course, if you wish to change how we use your data, you’ll find detailsin the ‘What are my
rights?’ section below.

Remember, if you choose notto share your personal datawith us, or refuse certain contact
permissions, we might not be able to provide some services you’ve asked for.

Here’s how we’ll use your personal data and why:

The data we collectisusedto:

e Processanyenrolments of student. If we don’t collect your personal dataatenrolment, we
will notbe able to process yourenrolmentand comply with ourlegal obligations.
e provide aqualityservice:
o tosafeguardstudentsandensure theirwellbeing
to ensure the students safe arrival tothe UK and to ensure they have a place to stay
supportstudentsintheirlearning
monitorandreport their progress

o O O

provide pastoral care
o publish examinationresults
e conductinternal audits
o assessthe school’soverall progress
o to compile statistical information (usually on an anonymous basis)

e toenabletherelevantauthorities to monitorthe school’s performance

e toenablestudentstotake partin examinations and to monitortheirprogress

e toarrangethe entire stay for a studentthrough an Educational Tour Operator of the
student’s choice and to give the relevantinformation needed for their stay to this
Educational Tour Operator

e otherreasonable purposesrelatingtothe school, such as information given to Homestay
providers orothers contractors, such as the taxi transfer company.

e Torespondto yourqueries and complaints. Handling the information you provide enables
us to respond. We may also keep a record of these toinform any future communication
with us and to demonstrate how we communicated with you throughout. We do this on the
basis of our contractual obligations toyou, ourlegal obligations and our legitimate interests
inprovidingyouwith the bestservice and understanding how we canimprove ourservice
based on yourexperience.

e To protectour businessandyoufromfraud and otherillegal activities. Thisincludes using
your personal datato maintain, update and safeguard you. We’ll do all of this as part of our
legitimate interest.

e To protectour students, staff, premises, and assets from crime, we operate CCTV systems in
our school whichrecordimages for security. We do this on the basis of our legitimate
businessinterests.
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e To process payments and to preventfraudulenttransactions. We do this on the basis of our
legitimate business interests. This also helps to protect our customers from fraud.

6. How we protect information

We know how much data security mattersto all our students, ETOs, Homestay Providers and
Employees. With thisin mind we willtreat your datawith the utmost care and take all appropriate
stepsto protectit.

Keepingyourinformation secure is very important to Capital SE Limited. Access to your personal
data is password-protected, and/orstored in secure locations and only relevant members of staff
will have access to thisinformation.

Any data stored on our computers are password-protected. We use an external ITcompany who
have alsoundergone aninternal auditto ensure they meetthe GDPRrequirements.

Capital SE Limited strives to protect your personal information sent over the Internet. However, no
data transmission overthe Internet can be guaranteed to be totally secure. Certain sections of the
website may encrypt data using SSLor a comparable standard. As Capital SE Limited cannotensure

or warrant the security of any information which you send overthe Internet, you do so at your own
risk. If you would preferyou can post any information to Capital School of English at 324 Wimborne
Road, Bournemouth, Dorset, BH9 2HH, UK.

7. How long we keepinformation
Whenever we collect or process your personal data, we’ll onlykeepitforaslongas is necessary for
the purpose forwhichit was collected.

Students— Paper copies will be keptfor 1 yearafteryou last studied at Capital SE Limited or aftera
last external inspection (whicheveris longer), sowe can comply with ourlegal and contractual
obligations.

Papercopies forstudents who cancel theircourse priorto theirstart date will be keptfor1year, so
we can comply with our legal and contractual obligations.

ETOs — We will keep the personal datayou give us for4 years afteryour lastenrolled astudent at
Capital SE Limited or aftera last external inspection (whicheverislonger), so we can comply with our
legal and contractual obligations.

8. Howitis disposed

At the end of thatretention period, your datawill either be deleted completely or partially. Partial
destruction will mean we keep onfile any documents relating to safeguarding and/or Child
Protection concerns. Thisinformation will only be shared with the relevant authorities, if required.
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All personal datais securely disposed. We use Roman Group Bournemouth
(http://www.theromangroup.co.uk) for secure shredding of all paper documents.

9. Whowe share information with
Capital School of English may share or pass on information about you to third parties;

e |ocal authorities
e publicauthorities
e Capital School of English’s accrediting bodies (Accreditation UK or British Council)

Students - We sometimes share your personal data with trusted third parties, such as Homestay
Providers, transfer companies (taxi company), relevant authorities to monitorthe school’s
performance.

ETOs — We sometimes share your personal data with trusted third parties, such as Accrediting
Bodiesandrelevantauthorities to monitor the school’s performance.

Here’s the policy we apply to those organisations to keep your data safe and protect your privacy:

- We provide only the information they need to perform their specificservices.

- Theymay only use yourdata for the exact purposes we specify in our contract with them.

- We work closely withthemto ensure that your privacyis respected and protected at all
times.

- Ifwe stopusingtheirservices, any of yourdata held by them will either be deleted or
rendered anonymous.

- Allthird party organisations are to comply with GDPR themselves

Sharing your data with third parties for their own purposes:

- For fraud management, we may share information about fraudulent or potentially
fraudulent activity in our premises or systems. This may include sharing data about
individuals with law enforcement bodies.

- We mayalso be required todisclose your personal datato the police orotherenforcement,
regulatory or Governmentbody, in your country of origin orelsewhere, uponavalid request
to do so. These requests are assessed on a case-by-case basis and take the privacy of our
customersinto consideration.

10. What are your rights over your personal data?

You have therightto request:
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- Accessto the personal datawe hold about you, free of charge in most cases.

- Thecorrection of your personal datawhenincorrect, out of date orincomplete.

- That we stop using your personal datafor direct marketing (either through specificchannels,
or all channels).

- That we stop any consent-based processing of your personal data after you withdraw that
consent.

You can contact us to requestto exercise these rights at any time as follows:
To ask for yourinformation please contact The Data Protection Officer, Capital School of English, 324

Wimborne Road, Winton, BH9 2HH or email info@capitalschool.co.uk To ask for yourinformation to
be amended please contract the school.

If you believethatanyinformation we are holdingonyouisincorrectorincomplete, please write to
or email us as soon as possible, atthe above address. We will promptly correctany information
foundto beincorrect.

If we choose notto actionyour request we will explaintoyouthe reasons forour refusal.

Your right to withdraw consent

Wheneveryou have given us your consent to use your personal data, you have the rightto change
your mind at any time and withdraw that consent.

Where we rely on our legitimate interest

In cases where we are processing your personal dataon the basis of our legitimateinterest, you can
ask us to stop for reasons connected to yourindividual situation.

We mustthendo so unless we believe we have alegitimate overridingreason to continue
processing your personal data.
Direct marketing

You have the right to stop the use of your personal datafor direct marketingactivity through all
channels, orselected channels. We must always comply with yourrequest.

Checking your identity

To protectthe confidentiality of yourinformation, we will ask you to verify youridentitybefore
proceeding with any request you make underthis Privacy Policy.
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If you have authorised athird party to submita request onyour behalf, we will askthemto prove
they have your permission to act.

11. Contacting the Regulator

If you feel thatyour data has not been handled correctly, oryou are unhappy with ourresponse to
any requests you have made to us regarding the use of your personal data, you have the right to
lodge a complaint with the Information Commissioner’s Office.

You can contact them by calling 0303 123 1113.

Or go online to www.ico.org.uk/concerns (opensin anew window; please note we can't be
responsible forthe content of external websites)

If you are based outside the UK, you have the right to lodge your complaint with the relevant data
protection regulatorinyour country of residence.

12. Any questions?

We hope this Privacy Policy has been helpful in setting out the way we handle your personal data
and yourrights to control it.

If you have any questions that haven’t been covered, please contact our Data Protection Officer who
will be pleasedto help you:

Email us oninfo@capitalschool.co.uk

Or writeto usat

Data Protection Officer
Capitial School of English
324 Wimborne Road
Winton

BH9 2HH
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