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Introduction

Road to Success Consultancy Ltd (RTSC) is committed to protecting your privacy and
handling personal information responsibly, transparently, and in accordance with UK
data protection legislation.

This Privacy Policy explains what personal information RTSC collects, how it is used,
with whom it may be shared, how it is protected, and your rights regarding your personal
information.

Road to Success Consultancy Ltd (RTSC) is the Data Controller for the personal
information described in this Privacy Policy.

Information We Collect
RTSC may collect and process the following personal information

e Name and contact information, including email address, telephone number,
postal address, and organisation details where relevant to the services being
provided.

e Information provided when enquiring about RTSC services.

e Information submitted through website contact forms.

e Employment or professional role information where relevant to the services
being provided.

e Coaching session notes and service records necessary to support the delivery of
RTSC services and meet professional, legal, safeguarding, and record-keeping
obligations.

e Billing and payment information where required to administer RTSC services.

e Testimonials and feedback provided voluntarily.
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How We Use Your Information

RTSC may use personal information to

Deliver and manage RTSC services.

Communicate with individuals before, during, and after services are provided.
Maintain records required to deliver services and meet legal, professional,
safeguarding, and business requirements.

Respond to enquiries and requests.

Monitor and improve RTSC services.

Carry out activities where consent has been provided.

Where appropriate, RTSC may identify broader anonymised themes and patterns to

help organisations better understand workplace experiences. Individuals will not be

identified through this process.

Lawful Basis for Processing

RTSC processes personal information under one or more of the following lawful bases

Consent.

Performance of a contract.

Compliance with a legal obligation.

Legitimate interests, where those interests do not override an individual's rights
and freedoms.

Data Sharing

RTSC does not sell personal information.

Personal information may be shared with trusted third-party providers where necessary

to support the operation of RTSC services.
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International Transfers

RTSC uses third-party providers, including communication, video conferencing, email,
and cloud storage services, which may process or store personal information outside
the United Kingdom.

RTSC seeks to use reputable providers that maintain appropriate safeguards and data
protection measures in accordance with applicable data protection legislation.

Service Providers
The service providers used by RTSC may include

o Itseeze Website Services — Website hosting, maintenance, and support.
Information relating to website usage, cookies, and website functionality may be
processed through the RTSC website. Please refer to the website Privacy Policy
and Cookie Policy for further information.

e Bookkeeping Plus — Accountancy and financial services.

e Welcomm Communications Ltd — Technical support and IT services. Welcomm
Communications Ltd may be granted temporary access to RTSC systems or
devices, with permission, for maintenance, troubleshooting, updates, or
technical support purposes.

Legal and Regulatory Requirements

RTSC may share personal information where required by law, to comply with regulatory
obligations, or where there is a serious safeguarding concern relating to an individual's
safety or wellbeing.

e This may include sharing information with

e The police.

e HM Revenue & Customs (HMRC).

e Regulatory bodies.

e lLegal advisers.

e Safeguarding authorities.

e Other organisations where disclosure is required by law.
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How We Protect Your Information

RTSC has appropriate technical and organisational measures in place to protect
personalinformation from unauthorised access, loss, misuse, disclosure, or alteration.

These measures include

e Secure storage of paper records.

e Password-protected systems and devices.

e Restricted access to personal information.

e Secure destruction of confidential records when no longer required.

Personal information is only accessible by authorised RTSC personnel and, where
necessary, approved service providers acting on behalf of RTSC.

Where required by law, RTSC will report personal data breaches to the relevant
supervisory authority within the required timescales.

How Long We Keep Information

RTSC retains personal information only for as long as necessary to fulfil the purpose for
which it was collected and to meet legal, professional, safeguarding, and business
requirements.

Coaching session notes and service records are securely retained for up to five years
following the last service provided.

At the end of the retention period, personal information will be securely deleted,
destroyed, shredded, or otherwise permanently removed.

Your Rights
Under UK GDPR, you have the right to

e Beinformed about how your personal information is collected and used.
e Access your personal information.

e Request correction of inaccurate orincomplete information.

e Request erasure of personal information in certain circumstances.

e Restrict or object to processing in certain circumstances.
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e Objectto the use of personal information for direct marketing.
e Withdraw consent where consent is the lawful basis for processing.

Withdrawal of consent will not affect processing already carried out or RTSC's legal and
professional obligations to retain certain records where required.

Further information about your rights is available from the Information Commissioner's
Office (ICO).

Data Protection Concerns and Complaints

If you have questions or concerns regarding how RTSC handles your personal
information, please contact:

Road to Success Consultancy Ltd (RTSC)
Email: info@roadtosuccessconsultancy.co.uk

RTSC will acknowledge receipt of data protection complaints within 30 days of receipt.
RTSC will take appropriate steps to investigate the complaint, keep individuals informed
where appropriate, and communicate the outcome without undue delay.

If you remain dissatisfied, you have the right to lodge a complaint with the Information
Commissioner's Office (ICO).

Website:

Changes to This Privacy Policy

RTSC may update this Privacy Policy from time to time to reflect changes in legislation,
guidance, services, or data protection practices.

The most recent version will always be available on the RTSC website and will include
the date of the latest revision.


http://www.ico.org.uk/

