BENSLOWMUSIC

Privacy Notice
Keeping your information safe

We take looking after your personal information seriously. This notice explains what we
collect, why we collect it, how we keep it safe, and your rights.

We provide this notice in line with the UK General Data Protection Regulation (UK GDPR),
the Data Protection Act 2018, the Privacy and Electronic Communications (EC Directive)
Regulations 2003, and any laws that replace or change these in the future.

1. Who we are
Benslow Music is the trading name of:
e Benslow Music Trust (registered charity no. 313663 and company limited by
guarantee no. 00408404)
e Benslow Music Instrument Loan Scheme (registered charity no. 313755)
o Benslow Music Enterprises Ltd (company no. 10967344)

We support musicians of all ages and abilities to grow, enjoy, and learn music. Our three
organisations work together as a group, and to run our services effectively, your information
may be shared between them.

We are the “data controller” for the personal information we hold, meaning we decide how it
is stored and used.

Contact details:
e Address: Benslow Music, Benslow Lane, Hitchin, SG4 9RB
e Email: info@benslowmusic.org
e Phone: 01462 459 446

If you have questions about how your data is handled, please contact us first. If you are still
unhappy, you can contact the Information Commissioner’s Office: ico.org.uk.

2. The information we collect
Depending on your relationship with us, we may collect:
e Personal and contact details — name, address, phone number, email, date of birth,
gender
e Young people’s details — age, school, parent/guardian details
o Participation details — instrument, ability level, course bookings, application forms,
feedback
o Accessibility and safety details — access needs, dietary requirements, medical
conditions, emergency contact details
o Payment details — including bank or card details, purchase records, donations, and
bed & breakfast bookings (including via third parties such as GoCardless, Enthuse,
SumUp, and Booking.com)
o Photos, videos, and audio recordings — if you give us permission
o Marketing details — communication preferences, feedback, survey responses
o Website use - things like cookies, your IP address, and anonymous statistics about
how people use our site

3. Children’s data



Where we collect personal information about children under 18, we seek consent from a
parent or guardian unless the child is over 13 and the law allows them to provide their own
consent (for example, for certain online services). We never send marketing directly to
children.

We also provide a simple, child-friendly version of this notice so young people can
understand how we use their information.

4. Special category data

Some information we collect (such as health or access needs) is classed as special category
data. We only process this with your explicit consent, or where it is necessary to protect your
vital interests or meet safeguarding obligations.

We process this information under:
o Article 9(2)(a) UK GDPR — explicit consent
e Article 9(2)(c) UK GDPR - vital interests
e Article 9(2)(g) UK GDPR — substantial public interest (safeguarding children and
vulnerable people)

This information is kept securely and only shared with staff or tutors who need it to support
you.

5. How we collect your information
We may collect it:
o Directly from you (for example, when you make a booking or set your communication
preferences)
e From parents/guardians when applying to our programmes (such as the Loan
Scheme)
e From the person leading your booking who has your permission to share your details
(for example, for private hires)
e From your use of our website (such as cookies)
e From third-party partners (such as B&B booking providers)

6. How we use your information
We use your information to:
e Deliver our programmes and courses
e Communicate with you about bookings or loans
o Make sure we can meet your access needs, provide catering, and keep you safe
while you're with us
o Keep you informed about our courses and activities (marketing — only with your
consent)
e Understand and improve how people use our website
e Process payments, donations, and Gift Aid claims
o Keep accurate charity records (as the law requires)

We only collect what we need and keep it for as long as necessary.

7. Our legal reasons for using your information
We process personal data because:
e It's part of a contract with you (for example, providing courses)
e We have a legal obligation (for example, safeguarding, Gift Aid)
e You’ve given us consent (for example, for photos or email newsletters)
e It'sin our legitimate interest as a charity (for example, improving services or website
performance)



Where we rely on our legitimate interests, we consider your rights and ensure they are not
overridden. For example, we may send you details about similar courses you have attended
unless you ask us not to.

We will only send you marketing communications if you have opted in, and you can change
your preferences or unsubscribe at any time.

Where you have given consent, you can withdraw it at any time by emailing
info@benslowmusic.org or using the unsubscribe link in our email newsletters.

8. Sharing your information
We never sell your information.

We may share it with:
e Tutors (so they can deliver courses safely and tailored to you)
e Service providers (for example, payment processors and booking platforms)
e Local authorities or safeguarding bodies (if required by law)
¢ HMRC (for Gift Aid claims)

Some of our service providers store data outside the UK, including in the European
Economic Area (EEA). If it's stored in a country without the same data protection laws as the
UK, we make sure there are legal safeguards in place to protect it.

9. How we keep your information safe
We store information securely on password-protected systems and in locked storage. Only
authorised personnel can access your data.

We regularly review our security measures to prevent loss, misuse, or unauthorised access.

10. How long we keep your information
How long we keep information depends on the type of data and why we collected it. For
example:

e Booking records — up to 3 years after you stop attending

o Gift Aid records — 6 years (as required by HMRC)

o Safeguarding records — as required by law

e Photos/videos — until you withdraw consent

Our full data retention schedule is available on request.

11. Your rights

You have the right to:

Access the information we hold about you (Subject Access Request)
Ask us to correct inaccuracies

Ask us to delete your information (unless we must keep it by law)
Restrict or object to our processing

Withdraw consent at any time

Complain to the ICO: ico.org.uk

To exercise your rights, contact info@benslowmusic.org

12. Cookies
We use cookies to improve how our website works.

We only set non-essential cookies (such as Google Analytics) if you agree when you first
visit our site. We record and store your preferences securely, and you can change them at
any time via the Cookie policy link in our footer or your browser settings.



Essential cookies necessary for the operation of the website will still be set, even if you
refuse non-essential cookies.

Cookies we use include:
o Session Cookies — track page requests and visitors to help manage site performance
e Google Analytics Cookies — provide anonymised visitor usage data
e Google Maps Cookies — remember browser settings and map preferences
A full list can be found on the Cookie policy page of our website

You can refuse cookies, but some site features may not work.

13. Third-party platforms
We use trusted third-party platforms to manage bookings, applications, payments, and
communications. These providers meet GDPR standards, but we recommend reading their
privacy notices too:
e Booking.com — Privacy Notice
Enthuse — Privacy Notice
GoCardless — Privacy Notice
Google Analytics — Privacy Notice

Jotform — Privacy Notice
Microsoft Forms — Privacy Statement

SumUp — Privacy Notice

14. Contact us
If you have questions about this notice or your personal data:
¢ Email: info@benslowmusic.org
e Phone: 01462 459 446
¢ Address: Benslow Music, Benslow Lane, Hitchin, SG4 9TY

15. Review and Publication

Approved by Board of Trustees
Current version adopted 25 October 2025
Periodic review every 1 year

Next review by 31 October 2026
Publish on website Yes

Notes




BENSLOWMUSIC

Appendix 1
How we use your information — For young people

Last updated: 25 October 2025
We want you to know how we look after your information and keep it safe.
This page explains what we collect, why we collect it, and what you can ask us to do with it.

1. Who we are
We are Benslow Music. We run music courses, events, and a scheme where young people
can borrow instruments.

Our address is: Benslow Music, Benslow Lane, Hitchin, SG4 9RB
You can email us at info@benslowmusic.org or phone us on 01462 459 446.

2. What information we collect about you
We may collect:
e Your name, age, date of birth, and gender
e Your address, email, and phone number
e Your parent or guardian’s details
e The instrument you play and your playing level
e Any health or access needs (like allergies or help you might need while here)
o Payment details (but not for you if you're under 18 — this is for your parent or
guardian)
e Photos, videos, or sound recordings of you — but only if you say it's OK
e Feedback you give us
e How you use our website (through cookies - little files that help us see how the site is
used)

3. Why we collect your information

We use your information so we can:

Let you take part in courses and activities

Keep you safe and look after your needs

Contact you or your parent/guardian about your booking or loan
Improve our courses and website

Use photos/videos if you've agreed

Keep records we need by law

4. Special information
Sometimes we collect “special” information, like health or access needs.

We only do this to keep you safe and make sure you get the support you need.
We keep this information very secure and only share it with staff who need to know.

5. Who we share your information with
We don’t sell your information.

We may share it with:



e Our tutors (so they can help you on the course)

e People who process payments or run our booking system

o Safeguarding organisations, if we think you or someone else is at risk

e Government organisations like HMRC (for things like Gift Aid)
Sometimes your information might be stored in other countries, but if it is, we make sure it's
still kept safe.

6. How we keep it safe
We keep your information on secure computers and in locked storage.

Only staff who need it can see it.

7. How long we keep it
We keep your information for as long as we need it, then delete it safely.

For example:
e Course bookings — up to 3 years after your last course
e Photos — until you or your parent/guardian ask us to delete them

8. Your rights
You can ask us to:
e Show you the information we have about you
e Change it if it's wrong
e Delete it (unless we have to keep it by law)
e Stop using it for certain things
o Take back permission you’ve given us (for example, for photos)

You can ask by emailing info@benslowmusic.org or calling 01462 459 446.
If you're not happy with how we handle your information, you can tell the Information
Commissioner’s Office at ico.org.uk.

9. Cookies

Cookies are small files that help websites work better. We use them to:
e Make the website work
e See how people use our site so we can make it better

You can say “yes” or “no” to cookies that aren’t essential.

Remember: You can always ask a parent, guardian, or another adult you trust if you're not
sure about anything in this notice.



