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By signing the ‘Client Consent and Privacy Form’ I confirm that I understand, and am giving [Organisation name] consent to, the following:
1. [bookmark: _Hlk156578283]Cancelling Appointments
I understand that if I need to cancel an appointment, I will give [Organisation name] notice (ideally at least 24 hours) by calling, texting, or emailing the tutor. I understand that if I cancel three sessions without a legitimate reason I will be placed at the bottom of the waiting list.
2. Purpose of Contact
I will only use this service for Digital Skills Training, and I will only contact [Organisation name] staff or volunteers for the purposes of this training. I understand that [Organisation name] are unable to provide medical or specialist advice or act as a counsellor. 
[Organisation name] will not share my address or phone number with anyone.
3. Safeguarding
I understand that if there is a safeguarding concern regarding my welfare or the welfare of others, of which [Organisation name] becomes aware whilst delivering the service, 
[Organisation name] has a duty to disclose this information to the appropriate authority.
4. Evaluation
During my Digital Skills Training [Organisation name] will request completion of questionnaires so that the service can be evaluated. 
[Organisation name] will share some of this information with referrers and funders, but only the minimum will be shared, and they will avoid using my name wherever possible.
5. Sharing Your Story
[Organisation name] may request permission to share my story, which can be done anonymously. 
[Organisation name] will only share what I agree to, and only in places to which I agree. They will not do so without asking me first.
6. My Financial Information 
I understand a representative of [Organisation name] may see my personal financial information. 
[Organisation name] will not share my financial information with anyone else.
7. Other Personal Information
I understand that [Organisation name] might need to be aware of my personal circumstances. 
[Organisation name] might talk to my referrer about this, and might share it with funders, but will not use my name if they do so. 
8. Wi-Fi and Other Passwords
I understand [Organisation name] might become aware of my device or Wi-Fi passwords whilst training.
[Organisation name] will not store this information or share it with anyone else.
9. Behaviour
I understand that all participants of digital training must be respectful of others and must not behave in a way which might disrupt the training session, upset anyone else present, or appear threatening. 
I understand that [Organisation name] will disengage with me if my behaviour is repeatedly inappropriate or disruptive.

The collection and storage of personal information.
We will collect, process and store the following information:
· Name
· Date of birth
· Address
· Email address
· Phone number
· Ethnicity (optional)
· Gender (optional)
· Reason that you need support
In addition, we may ask you for your permission to share any images or video we have of you, and for permission to share your story as a case study. We will ask for this on a separate ‘Publicity Consent Form’.

Most of the personal information we process is provided to us directly by you to facilitate the digital skills training. We may also receive personal information indirectly, from a referral organisation. This is also used to facilitate administration of the training. Where this training is delivered in partnership with other agencies, then information about you may be shared with those partners in order to provide the service. Under the UK General Data Protection Regulation (UK GDPR), the lawful basis we rely on for processing this information is your consent.

[Organisation name] will store your confidential information securely in compliance with UK GDPR, and this information, along with any personal details that are shared in the context of the digital skills training e.g. passwords, will be kept confidential and only used to deliver, manage and evaluate this service. The information will be stored for the duration of our project and then it will be archived.

You can remove your consent at any time. You can do this by contacting us, contact details are provided below.
Information about your data protection rights is also provided below. You can also request a copy of the [Organisation name] Data Protection Policy and Confidentiality Policy.

[bookmark: _Hlk156577788]Your data protection rights:
Under data protection law, you have rights including:
· Your right of access - You have the right to ask us for copies of your personal information. 
· Your right to rectification - You have the right to ask us to rectify personal information you think is inaccurate. You also have the right to ask us to complete information you think is incomplete. 
· Your right to erasure - You have the right to ask us to erase your personal information in certain circumstances. 
· Your right to restriction of processing - You have the right to ask us to restrict the processing of your personal information in certain circumstances. 
· Your right to object to processing - You have the right to object to the processing of your personal information in certain circumstances.
· Your right to data portability - You have the right to ask that we transfer the personal information you gave us to another organisation, or to you, in certain circumstances.

You are not required to pay any charge for exercising your rights. If you make a request, we have one month to respond to you. Please contact us if you wish to make a request.

How to complain:
If you have any concerns about our use of your personal information, you can make a complaint to us at the contact details given above.
You can also complain to the Information Commissioner’s Office if you are unhappy with how we have used your data.

The ICO’s address: 
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF
Helpline number: 0303 123 1113  ICO website: https://www.ico.org.uk

															Our Contact details:
Data Protection Lead: [name and contact details]
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