[image: image1.emf]
Data Protection Statement: Students
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1. Data protection
Any information you provide will be held securely on Leeds College of Music's computers and in other records, and in accordance with the requirements of the Data Protection Act 1998. 
Data collection

Data is collected when you apply, when you enrol and as you progress through your course. We also receive information about you from outside Leeds College of Music e.g. information from your UCAS/CUKAS application and details supplied by referees.
Using the data

Information may be used by Leeds College of Music for any purposes connected with your studies, your health and safety and for other legitimate reasons while you are a student. 
After you cease to be a student, appropriate data is kept as a permanent record, so it can be used to provide you, or those you refer to us (e.g. another educational institution or prospective employer), with information held on that record in relation to your course of study and progress.

Sharing your data

We will only share your personal data with third parties where you ask us to, where we have a legitimate reason in connection with your time here at Leeds College of Music, or where Leeds College of Music is under a legal requirement to provide data. We will not release data to any unauthorised third person e.g. bank staff, friends, parents (if you are over 18) etc. without your written agreement.
See individual sections below for more detail on the organisations we are required to share your data with.  Further information regarding collection and privacy notices are located at the end of this document.  

Viewing the data

Under the Data Protection Act 1998, you have the right to see and receive a copy of the information held about you on our records, for which a fee may be payable, and to ask for any inaccurate details to be amended.  
Your responsibility

It is your responsibility to inform us if data we hold about you needs updating e.g. address, mobile phone number etc. Please come to the Student Enquiries Counter to let staff know of any changes.

2. FE students

The information you provide will be passed to the Chief Executive of Skills Funding and, where required, the Young People’s Learning Agency for England (“the YPLA”).  The Skills Funding Agency funds adult further education and skills training, including apprenticeships, in England. The YPLA is responsible for arranging the provision of funding for the education and training of young people in England. The Skills Funding Agency processes learner data on behalf of the YPLA. 
The information you provide may be shared with other organisations for the purpose of administration, careers and other guidance and statistical and research purposes, including:

· Department for Education 
· Department for Innovation, Universities and Skills

· Connexions

· Local Authorities

· Higher Education Statistics Agency

· Higher Education Funding Council for England
· educational institutions and organisations performing research and statistical work on behalf of the Skills Funding Agency, the YPLA, or partners of those organisations. 
The Skills Funding Agency also administers the learner registration service (LRS) which will use your information to create and maintain a unique learner number (ULN). 
At no time will your personal information be passed to organisations for marketing or sales purposes. From time to time students are approached to take part in surveys by mail and phone, which are aimed at enabling the Skills Funding Agency and YPLA and its partners to monitor performance, improve quality and plan future provision.

The Skills Funding Agency, YPLA or its partners may wish to contact you from time to time about courses, or learning opportunities relevant to you. You will be given an opportunity to opt out on your enrolment form, if you do not wish to be contacted about courses or learning opportunities by post. 
3. HE students

We are required by law to send some of the information we hold about you to the Higher Education Statistics Agency (HESA), this information forms your HESA record.  HESA will pass your record, or parts of it, to various organisations that need it to carry out their statutory functions connected with higher education, including

· Department for Business, Innovation and Skills

· Welsh Assembly Government

· Scottish Government
· Department for Employment and Learning, Northern Ireland

· Higher Education Funding Council for England
· Higher Education Funding Council for Wales

· Scottish Further and Higher Education Funding Council

· Training and Development Agency for Schools

· Research Councils
· Department for Education 
HESA and the organisations listed above will use the information mainly to produce statistics. This may result in information being published and released to other approved users. Your record will not be used in a way that could affect you personally and the organisations will take precautions to reduce the risk of you being identified from the information once it is published and released. 

While you are a student, we will need to keep your contact details. These do not form part of your HESA record, so HESA and the organisations listed above cannot use this record to contact you. However, your contact details may be passed to survey contractors to carry out the National Student Survey and surveys of student finances, on behalf of the education organisations listed above. These organisations and their contractors will use your details only for that purpose, and will then delete them. 
About six months after you graduate, we will contact you to ask you to fill in the HESA ‘Destinations of Leavers from HE’ survey. We will not give your contact details to HESA. You might be included in a sample of leavers who are surveyed again a few years after they graduate. If so, we will pass your contact details to the organisation that has been contracted to carry out that survey. That organisation will use your details only for that purpose, and will then delete them. 
We may also be required to pass the information you provide to the Skills and Funding Agency and where required the Young People’s Learning Agency. The information you provide may be shared with other organisations for the purpose of administration, careers and other guidance and statistical and research purposes relating to education and training. 
4. Some other examples of how Leeds College of Music uses the personal data you provide:
· We will provide data to the police and other enforcement agencies either in emergencies e.g. if you are hospitalised, or when requested to aid in crime detection or prevention
· Data may be released in relation to financial matters associated with your education e.g. to the Student Loan Company, local education authorities
· Contact details may be used to inform you of initiatives relating to your time at Leeds College of Music e.g. information about postgraduate courses
· Disclosure to the Quality Assurance Agency may be required during institutional audits and other quality assessment exercises 
· From 2009, Leeds College of Music is required to report to the UK Border Agency details of students subject to immigration control who fail to enrol, who discontinue their studies or who fail to maintain contact with Leeds College of Music
· Personal data may be provided to the relevant local authority concerning the electoral register or council tax collection
Extended Privacy Notice for FE Students

A brief and simple explanation of what this means to you…….

· The information you supply will be used by the Skills Funding Agency to issue you with a Unique Learner Number (ULN).
· This number will be used to create your own Personal Learning Record.
· Your Personal Learning Record will include information about your qualifications, awards and training events and learning achievements which are part of the Qualifications and Credit Framework.
· It also means that information about your learning can be shared with others who have a responsibility for your education and training.
· For further details about how the information you have provided to us will be used, please ask your careers, training or education advisor or refer to the Learning Records Service website: www.learningrecordsservice.org.uk/privacynotice
· If you have still not reached the age of 16, you might first wish to discuss this privacy notice explanation with your parent or legal guardian.
· The Chief Executive of Skills Funding is the legal representative of the Skills Funding Agency which funds some of the qualifications and training that you may be receiving through your college, training or learning provider.
· Your Personal Learning Record will include information about your qualifications, awards and training events plus learning achievements that you may collect throughout your lifetime of learning – at all levels and also whilst you are working and learning.
· The information that you provide to us will be passed to the Learning Records Service for the purpose of allocating you with a Unique Learner Number (ULN). This is a ten digit reference number and is unique and individual to yourself. Please keep this number in a safe place since you will need it during your lifetime, just like your National Insurance number.
· It will also be used to create your own Personal Learning Record (PLR). This record will include information about your qualifications, awards, learning achievements and ‘credits’ which will be conveniently located in one online area for you and your advisors to refer to, with your permission. Your record will help you to confirm to others, what you have learned, where and when. It will also help you identify other areas of learning to help you progress towards your own goals. Please note that you will always be in control of who accesses your Personal Learning Record for the Qualifications and Credit Framework (QCF). Only you can give them permission to view the information.
·  Your Unique Learner Number (ULN) will also be used to collect and share information amongst education related organisations. Such information includes qualifications, awards, certificates, work-based training and learning (this is also called achievement and participation data). Your Personal Learning Record will be a lifelong record of your participation, learning and achievement in education. Your Personal Learning Record will be accessible to you, plus to organisations linked to your education and any other organisations you allow to view your Personal Learning Record for the purposes of advice and guidance. This could include Next Steps, careers advisors, college registration and course enrolment staff and future employers if you give them access.
· Your Personal Learning Record allows you and other organisations to check your own learning ‘credits’ achieved. One of the long term key benefits is that it will help you see how well you are progressing towards your own learning outcomes, training or qualifications and help you find alternative ways of reaching your own learning goals.
· For further details of how your information is shared and used by the Learning Records Service and how to opt-out or modify who has access to your information please visit the Learning Records Service website at www.learningrecordsservice.org.uk/privacynotice
Student Collection Notice for HE Students

We will send some of the information we hold about you to the Higher Education Statistics Agency (HESA). This information forms your HESA record, which does not include your contact details. 

Your contact details may be passed to survey contractors to carry out the National Student Survey and surveys of student finances, on behalf of the education organisations listed below. These organisations and their contractors will use your details only for that purpose, and will then delete them. 

About six months after you graduate, we will contact you to ask you to fill in the HESA ‘Destinations of Leavers from HE' questionnaire. We will not give your contact details to HESA. You might be included in a sample of leavers who are surveyed again a few years after they graduate. If so, we will pass your contact details to the organisation that has been contracted to carry out that survey. That organisation will use your details only for that purpose, and will then delete them. 

If you do not want to take part in these surveys, please let us know. 

The HESA record is used for three broad purposes: 

1.  Statutory functions 

The HESA record is used by the organisations listed below, or agents acting on their behalf, to carry out their public functions connected with education in the UK.

· Department for Business, Innovation and Skills 

· Welsh Assembly Government 

· Scottish Government 

· Department for Employment and Learning, Northern Ireland 

· Higher Education Funding Council for England 

· Higher Education Funding Council for Wales 

· Scottish Further and Higher Education Funding Council 

· Training and Development Agency for Schools 

· Department for Education

· General Social Care Council

· Research Councils

The HESA record may also be used by the Office for National Statistics and the National Audit Office to fulfil their statutory functions of measuring population levels and monitoring public expenditure. 

Equivalent and Lower Qualifications - This applies only to students enrolling at institutions in England: We and the Higher Education Funding Council for England may compare your data to educational records from previous years to help determine the levels of your current qualifications.  This may in turn affect the fees you are required to pay. 

Your HESA record will not otherwise be used in any way that affects you personally. 

2.  HESA publications 

HESA use the HESA record to produce anonymised data in annual statistical publications. These include some National Statistics publications and online management information services. 

3.  Research, equal opportunity, journalism, other legitimate interest/public function 

HESA will also supply anonymised data to third parties for the following purposes: 

· Equal opportunities monitoring - Your HESA record may contain details of your ethnic group and any disabilities you have. For students domiciled from Northern Ireland and attending an institution in Northern Ireland it may also contain information about religion. This data is only used where it is needed to promote or maintain equality of opportunity or treatment between persons of different racial or ethnic origins, religious beliefs or different states of physical or mental conditions

· Research. This may be academic research, commercial research or other statistical research into education where this is of benefit to the public interest.

· Journalism, where the relevant publication would be in the public interest e.g. league tables

Anonymised data for the above purposes is supplied by HESA to the following types of user: 

· Local, regional and national government bodies who have an interest in higher education

· Higher education sector bodies

· Higher education institutions

· Academic researchers and students

· Commercial organisations (e.g. recruitment firms, housing providers, graduate employers)

· Unions

· Non-governmental organisations and charities

· Journalists

HESA will take precautions to ensure that individuals are not identified from the anonymised data which they process. 

Your rights 

Under the Data Protection Act 1998, you have rights of access to the data HESA holds about you. You will have to pay a small fee for this. For further information about the HESA record please see www.hesa.ac.uk/dataprot or email data.protection@hesa.ac.uk 
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