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Privacy Policy

Introduction

Thank you for taking the time to read our Privacy Policy. At times, Schools IT will collect certain personal information
about our customers, the visitors to our website and enquirers who may contact us in other ways such as over the
phone or by writing to us. By using our services, you agree to the use of the data that we collect in accordance with
this Privacy Policy.

The purpose of this Privacy Policy is to explain whose personal information we may collect and hold, what types of
information we collect and how that information is used.

Please read this Privacy Policy carefully to understand our practices regarding personal information and how we
will treat it. By providing personal data to us in any way, you consent to the processing of your personal data in
accordance with this Privacy Policy.

We are committed to ensuring your privacy at all times, keeping your data secure and protected however we
receive it, working in accordance with all relevant regulations and laws.

The Information We Collect and How We Collect It

Along with publicly available information, we collect information in the following ways:
1. Information provided to us by you

When you contact us, whether for information on our products and services, placing an order, technical support or
any other reason, we will need to collect some personal information so we can help you with your inquiry. We may
also keep a copy of any correspondence on our records, including any personal information contained therein, to
be retained for as long as it is relevant. This information may include, but is not limited to, your name, address,
telephone number, email address, place of business and financial information, along with other relevant and
necessary information in order to deliver the service.

In some cases, we'll need to collect detailed personal information - if you're applying for a job, for instance, we'll
typically require a CV.

2. Automatically collected information

When you visit our websites, we collect non-personally identifiable information to help us understand how our
websites are being used.

If you're using the services that we provide, such as broadband connectivity and/or content filtering, we'll
necessarily be collecting usage data to help ensure that you get the best performance possible, and can be
efficiently supported in the case of any issues emerging.

3. Information provided by third parties

In some cases, we collect or are provided with information by third parties - for example, order information provided
by our partners. We will verify third parties have their own data handling and privacy policies in place. As explained
in the next section, we securely store all relevant data, ensuring your privacy and ongoing security.

Storing the Data We Collect

In accordance with the relevant legislation, we ensure that the data that we store is kept secure, in accordance
with 1ISO 9001/27001.

Depending on how data is stored, we employ a humber of security measures, ranging from physical safeguarding
to digital protection.
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We reserve the right to store your data, and do so in a secure way, only collecting data that’s relevant to the
services we provide you.

In all cases, we ensure that data is confidentially stored, and anonymised, except in cases where data is legally or
contractually required to be identifiable.

The rights you have in terms of data storage and handling are explained further on in this policy. We comply with
the relevant legislation, including GDPR requirements (and their equivalents in the Data Protection Act 2018).

Using the Information We Collect

When we collect personal information from you, it will be held on our records in accordance with relevant legislation
(with reasonable precautions being taken to prevent unauthorised access to this information), and used for the
proper administration of our business, including where relevant, for the purposes of providing our services to you
(or the organisation which you represent) and to advise you of matters relevant to service provision, for the
performance of our contracts and to deal with any enquiries which you may raise.

We may also use information for other business purposes such as market research activities that we may undertake
on occasion - you'll be given the chance to opt out of marketing material at any time, but we may still need to send
you service-related messages from time to time.

From time to time, we may also use your personal information to contact you about promotional offers for other
products and services which we think may be of interest to you. We may in some cases, also seek your feedback.
However, we will provide you with an option within every communication to opt out of receiving any further
communications of this nature, or you can contact us via the information on our contact page at any time to ensure
that you do not receive such promotional information. Schools IT can be contacted by emailing info@schools-
it.com or calling 01473 219819.

Information we collect from you through correspondence with us, whether via email, over the phone or by written
letter, will be used to address the matters within that correspondence. If this involves referring such correspondence
to a third party to ensure customer service or contractual delivery, your personal information will only be disclosed
to the point necessary to address your query or concerns.

Access to Personal Information Stored Elsewhere

As part of the services which we provide, we will often require access to our customers’ systems (workstations,
servers, cloud services etc.) which contain large amounts of personal and/or sensitive information. This information
will never be collected or stored by us outside of the organisation to which it belongs. We are committed to ensuring
the security of our customers’ systems and will always work in line with any policies you may have.

Whilst carrying out any work on your systems, we will always alert you, or an appropriate authority at your
organisation, if we are not completely satisfied with the security of your data.

Publicly Available Information

Any information that you may disclose in the public domain, including on our website or any bulletin board, chat
room or any website we may host for you, is available to anyone else who visits that space. We cannot safeguard
any information you disclose there.

Website Linking

Our website may contain links to sites that belong to third parties unrelated to us. We cannot be held responsible
for any use of your personal information arising from you disclosing it through your use of those third-party sites.
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We cannot protect any information you may disclose on these sites and recommend that you review the privacy
policy statements of those sites you visit.

Our Rights

We reserve the right to disclose personal information where required in good faith to do so by law, to exercise our
legal rights or defend ourselves against legal claims and may share information with law enforcement authorities
to investigate or prevent illegal activities being committed.

We further reserve our rights to disclose your personal information where you have given us explicit legal written
consent to do so or otherwise where we have the right to do so in accordance with applicable data protection
legislation and contractual requirements.

Your Rights

If you do not wish us to collect and use your personal data as set out in this Privacy Policy then you should refrain
from sending any such information to us. By providing information to us, you will be taken to have given your
consent to the use of your personal information in accordance with this Privacy Policy.

You have a right of access to the personal data what we may hold about you. You may submit a request at any
time and you are entitled to a description of the data being processed and are entitled to receive a copy of it free
of charge. Requests will be processed within the regulatory defined timescales. For any subsequent requests, we
reserve the right to charge a £10 administration fee. We also reserve the right to refuse any malicious subject
access requests.

We also have an obligation to ensure that the information which we hold about you is accurate and up to date. You
have the right to ensure that any inaccuracies in your personal data are corrected or removed. To assist us in
ensuring that the personal data which we hold about you is accurate and up to date, please notify us of any changes
in your personal details, such as a change of address or telephone number.

In all cases, when we send out marketing communications, you have a right to withdraw consent to be contacted -
we include a simple unsubscribe link in all digital communications that we send out.

Changes to this Policy and Enquiries

We reserve the right to make changes to this Privacy Policy or update it at any time without notice. Where a major
change is made, customers will be informed by email notification or through a notice on our website. You are
responsible for ensuring that you have read the changes or updates as the case may be.

If you have any enquiries about this Privacy Policy or the way in which we use your personal data, please contact
us at 10 Clopton Gardens, Hadleigh IP7 5JG, by calling us on 01473 219819 or by emailing info@schools-it.com
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