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Data controller: Richmond and Hillcroft Adult and Community College.  

Data protection officer: Dayo Ogunjobi 

Privacy Notice 

Introduction 

 
The General Data Protection Regulation May 2018 has replaced current data privacy law (1998), giving more rights to 
you as an individual and more obligations to organisations holding your personal data. 

One of the rights is a right to be informed, which means we have to give you more information about the way in which we 
use, share and store your personal information. This document provides information on the data collected by Richmond 
and Hillcroft Adult and Community College, how it is used, how it is protected, and the users’ ability to control the 
collection and use of their personal data. 

The information the College collects 

 
The College collects information via forms and cookies about staff, students, visitors and the users of our website for 
analysis purposes, and personal information from users who complete an online form. The information collected from 
users of the website is used for analysing the performance of our websites. If a user completes a form, participates in a 
competition, expresses interest in a course, vacancy or contacts the College by email or phone, any data coming from 
that exchange will be recorded and kept in our database. The collected information can include your name, email, 
address and contact details. 

Visitors to the College Websites  

The College collects anonymous information about the users of our website for analysis purposes, and personal 
information from those users who complete an online contact form. 

The information collected is anonymous and used for tracking purposes to determine, for example, the number of pages 
visited in the session, the length of time spent on each page, and the frequency of visits to the website. 

If a user completes the contact form, participates in a competition, expresses interest in a course or contacts the College 
by email or phone, any data coming from that exchange will be recorded and kept in our database. 

The information collected anonymously for the purposes of analysis enables the college to improve the user experience 
and better understand its users. The information we collect is used to generate reports, to make the site more user-
friendly and to determine which content is most appealing for our users. 

The College collects and processes personal data relating its learners to deliver training and services. The College is 
committed to being transparent about how it collects and uses that data and to meeting its data protection obligations. 

The College collects and processes a range of information about you. This might include  

 your name, address and contact details, including email address and telephone number, date of birth and gender  

 details of your qualifications and skills 

 details of your employability status to help us determine your eligibility for funding 

 information about your marital status, next of kin, dependants and emergency contacts 

 information about your nationality and entitlement to study in the UK 

 equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, 
health and religion or belief. 

The College collects this information using application/enquiries/enrolment forms (online and paper). For example, when 
data is collected through our enrolment forms online. 

Why does the College process personal data? 
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The College needs to process data to deliver and monitor a service or to enter into a contract with you and to meet its 
obligations under employment or educational contracts. For example, we need to process your data to support your 
learning with us at the college. In some cases, the College needs to process data to ensure that it is complying with its 
legal obligations. In other cases, the College has a legitimate interest in processing personal data before, during and after 
the end of the relationship.  

We process data for the following reasons: 

 process your job application 

 for statistical or survey purposes to improve this website and its services to you 

 administer this website 

 notify you of news, events, and courses with your consent 

 process course application, enquiries and enrolments onto courses 

 maintain accurate and up-to-date records and contact details (including details of who to contact in the event of 
an emergency) 

 operate and keep a record of academic performance; 

 obtain health information, to ensure that it complies with duties in relation to individuals with disabilities, meet its 
obligations under health and safety law 

 maintain and promote equality in the classroom. 

Where the College relies on legitimate interests as a reason for processing data, it has considered whether or not those 
interests are overridden by the rights and freedoms of individuals and has concluded that they are not. 

Some special categories of personal data, such as information about health or medical conditions, is processed to carry 
out our legal obligations.  

Where the College processes other special categories of personal data, such as information about ethnic origin, sexual 
orientation, health or religion or belief, this is done for the purposes of equal opportunities monitoring. 

How does the College protect data? 

The College takes the security of your data seriously. The College has internal policies and controls in place to ensure 
your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by its employees in the 
performance of their duties.  

Where the College engages third parties to process personal data on its behalf, they do so on the basis of written 
instructions, are under a duty of confidentiality and are obliged to implement appropriate technical and organisational 
measures to ensure the security of data. 

How long does the College keep data? 

The College will hold your personal data for the duration of your contract or relationship with the college. The periods for 
which your data is held after this  is set out within our document retention policy. 

Your rights 

As a data subject, you have a number of rights. You can: 

 require the College to change incorrect or incomplete data 

 require the College to delete or stop processing your data, for example where the data is no longer necessary for 
the purposes of processing 

 access and obtain or transfer a copy of your data on request 

 object to the processing of your data where the College is relying on its legitimate interests as the legal ground for 
processing 

 ask the College to stop processing data for a period if data is inaccurate or there is a dispute about whether or not 
your interests override the College's legitimate grounds for processing data. 

If you would like to exercise any of these rights, please contact the Data Protection Officer by emailing dpo@rhacc.ac.uk 
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Will the College contact you? 
 

When completing any of the contact forms and submitting your information you will be asked to give the college 
permission to contact you about any information we think you might be interested in, such as courses, newsletters, new 
services, or events.  

You may unsubscribe from our contact list at any time by replying to a promotional e-mail by clicking "unsubscribe" which 
is located in the footer section of the email.  

Sharing your information 

The information you provide will be passed to the Education and Skills Funding Agency (the ESFA). The ESFA is 
responsible for funding and planning education and training for young people and adults in England, and is registered 
under the Data Protection Act 1998. The information you provide will be shared with other organisations for the purpose 
of administration, careers and other guidance and statistical and research purposes. Other organisations with which we 
will share information include the Higher Education Statistics Agency, Higher Education Funding Council for England, 
educational institutions and organisations performing research and statistical work on behalf of the ESFA or its partners.  

The ESFA also administers the Learner Registration Services (LRS) which will use your information to create and 
maintain a unique learner number (ULN). The ULN is used to enable collection and sharing of data within the education 
sector. The Personal Learning Record will be a lifelong record of your learning and qualifications, which will be accessible 
to you; organisations linked to your education and training; and any other organisations you choose. For further details of 
how your data is shared and used by LRS and how to change who has access to your record, please see the LRS 
website at  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/652095/ESFA_privacy
_notice.pdf 

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 learner feedback surveys by mail and phone, which are aimed at enabling the 
ESFA and its partners to monitor performance, improve quality and plan future provision. 

Complaints 

If you believe that the College has not complied with your data protection rights, you can complain to the Information 
Commissioner or if you are dissatisfied about any aspect of the way in which your data is processed you may, in the first 
instance refer the matter to dpo@rhacc.ac.uk. This does not affect your right to make a complaint to the Information 
Commissioner’s Office: https://ico.org.uk 
 

Contact 

If you have any enquires you can contact us at:dpo@rhacc.ac.uk or by writing to us at: 
The Data Protection Officer 
Richmond and Hillcroft Adult and Community College 
Parkshot, Richmond, TW9 2RE 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/652095/ESFA_privacy_notice.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/652095/ESFA_privacy_notice.pdf
https://ico.org.uk/

