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1. Introduction
Rokita School of Dance is committed to protecting and respecting your privacy. This Privacy Policy explains how personal information is collected, used, stored and protected in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other applicable data protection legislation.
By registering for classes, workshops, private lessons, after-school clubs, submitting an enquiry, or otherwise engaging with Rokita School of Dance, you acknowledge that your information may be processed in accordance with this policy.

2. Who We Are
Rokita School of Dance is operated by:
Tamika Rokita
Trading as Rokita School of Dance
Email: rokitaschoolofdance@gmail.com
For the purposes of data protection legislation, Rokita School of Dance acts as the Data Controller for personal information collected through its activities.

3. Information We Collect
Rokita School of Dance may collect and process the following information:
Student Information
· Full name
· Date of birth
· Contact details
· Attendance records
· Class bookings
Parent and Guardian Information
· Full name
· Address (where provided)
· Telephone number
· Email address
· Emergency contact details
Health and Medical Information
Where relevant to participation and safety:
· Medical conditions
· Allergies
· Injuries
· Emergency medical information
This information is only collected where necessary to support participant welfare and safety.
Financial Information
· Payment records
· Booking history
· Transaction details
Rokita School of Dance does not store bank card details.
Website and Enquiry Information
Information submitted through:
· Google Forms
· Contact forms
· Email enquiries
· Registration forms
· Waiting lists

4. How We Collect Information
Information may be collected through:
· Registration forms
· Google Forms
· Email correspondence
· Direct communication
· Class bookings
· Event registrations
· Parent and participant enquiries
Information is normally provided directly by the individual or parent/guardian.

5. How We Use Your Information
Personal information may be used to:
· Administer classes and activities
· Manage bookings and registrations
· Communicate important information
· Maintain attendance records
· Process payments
· Contact emergency contacts where required
· Meet safeguarding responsibilities
· Comply with legal obligations
· Respond to enquiries
· Improve services
Information will only be used for legitimate purposes connected with the operation of Rokita School of Dance.

6. Lawful Basis for Processing
Under UK GDPR, personal information is processed under one or more of the following lawful bases:
Contract
Processing necessary to deliver classes, lessons and activities.
Consent
Where consent is required, including certain uses of photographs and videos.
Legal Obligation
Where information must be processed to comply with legal responsibilities.
Legitimate Interests
Where processing is necessary for the effective administration of Rokita School of Dance and does not override the rights and freedoms of individuals.
Vital Interests
Where processing is necessary to protect someone's health, safety or wellbeing.

7. Photography and Video
Photographs and videos may occasionally be taken during:
· Classes
· Workshops
· Performances
· Events
· Demonstrations
Separate consent will be sought through registration forms before photographs or videos are used for:
· Websites
· Social media
· Marketing materials
· Promotional content
Consent may be withdrawn at any time by contacting Rokita School of Dance.
Further information can be found in the Photography & Social Media Policy.

8. Sharing Information
Rokita School of Dance does not sell personal information to third parties.
Information may only be shared where necessary:
· To protect a child or vulnerable adult
· To meet safeguarding obligations
· To comply with legal requirements
· With emergency services or medical professionals
· With insurers where required
· With schools or venues where necessary for the delivery of activities
Only information necessary for the relevant purpose will be shared.

9. Data Storage and Security
Reasonable measures are taken to protect personal information.
Information may be stored using:
· Password-protected devices
· Secure email systems
· Google Forms and associated Google services
· Secure cloud storage where appropriate
Access is restricted to Tamika Rokita and any authorised persons where necessary.
While every effort is made to protect information, no electronic system can be guaranteed completely secure.

10. Data Retention
Personal information will only be retained for as long as reasonably necessary.
Retention periods may vary depending on:
· Safeguarding requirements
· Insurance requirements
· Legal obligations
· Administrative needs
When information is no longer required, it will be securely deleted or destroyed.

11. Your Rights
Under UK GDPR, individuals have the right to:
Access
Request a copy of personal information held about them.
Rectification
Request correction of inaccurate or incomplete information.
Erasure
Request deletion of information where appropriate.
Restriction
Request limitations on how information is processed.
Objection
Object to certain types of processing.
Data Portability
Request transfer of information where applicable.
Withdraw Consent
Withdraw consent where processing is based on consent.
Requests should be submitted in writing to:
rokitaschoolofdance@gmail.com

12. Children's Information
Where information relates to children, parents or guardians will normally provide information on their behalf.
Rokita School of Dance takes additional care when handling information relating to children and young people.
Safeguarding considerations may sometimes affect how information is managed or disclosed.

13. Cookies and Website Information
If the Rokita School of Dance website uses cookies or analytics services in the future, information regarding their use will be provided through the website.
Users may adjust browser settings to manage cookie preferences.

14. Complaints
If you have concerns about how your information is handled, please contact:
rokitaschoolofdance@gmail.com
You also have the right to lodge a complaint with the Information Commissioner's Office (ICO):
www.ico.org.uk

15. Changes to this Policy
Rokita School of Dance reserves the right to amend this Privacy Policy from time to time.
The most current version will always be available on request and, where applicable, through the website.

16. Policy Review
This policy will be reviewed annually or sooner if:
· Data protection legislation changes.
· Business practices change.
· New systems or processes are introduced.

17. Contact Information
Rokita School of Dance
Principal: Tamika Rokita
Email: rokitaschoolofdance@gmail.com
Rokita School of Dance is committed to handling personal information responsibly, transparently and in accordance with UK data protection legislation.

