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GDPR & Data Protection Policy
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Our Commitment
FloorSkills Limited is committed to the protection of all personal and sensitive data for which it holds responsibility as the Data Controller. We process data in line with UK GDPR, the Data Protection Act 2018, and the Data (Use and Access) Act 2025. Changes to data protection legislation are monitored and implemented to ensure ongoing compliance.
Data Controller & Responsibilities
The Managing Director acts as the named Data Protection Lead, responsible for data protection compliance. All staff receive induction and annual refresher training on data protection requirements.
Legislative & Regulatory Framework
This policy complies with:
- UK GDPR
- Data Protection Act 2018
- Data (Use and Access) Act 2025
- ICO Data Sharing and Privacy Notices Code of Practice
- Apprenticeship Funding Rules 2025/26 (DfE) where learner data is used for funding evidence
Data Principles
FloorSkills applies the following data protection principles:
1. Processed lawfully, fairly and transparently.
2. Collected for specified, explicit and legitimate purposes.
3. Adequate, relevant, and limited to what is necessary.
4. Accurate and kept up to date.
5. Kept no longer than necessary.
6. Processed securely to protect against unauthorised access or loss.
7. Processed in line with data subjects' rights under UK GDPR.
Learner Data Use
Learner data is processed for the purpose of apprenticeship enrolment, funding compliance, off-the-job training tracking (APTEM), progress reviews, assessment, registration with EPAOs, certification, and safeguarding reporting where required by law.
Subject Access Requests
Learners and staff have the right to request access to their personal data. Requests will be responded to within one month. Charges will only be applied where a request is manifestly unfounded or excessive.
Data Security
We implement proportionate technical and organisational measures to protect data. Data Protection Impact Assessments (DPIAs) are completed for new processing activities where there is a high risk to individuals' rights and freedoms.
Data Sharing
Data is only shared with external organisations (EPAOs, DfE, employers, regulators) under a lawful basis and with appropriate agreements in place. International transfers are only made where UK adequacy regulations are met.
Data Breaches
Personal data breaches will be reported to the ICO within 72 hours where legally required, and affected individuals will be notified without undue delay.
Photographs and Video
Images of staff and learners may be captured during training. Consent is obtained and recorded before any images are used for marketing or external communications.
Data Retention & Disposal
Data is retained in line with statutory requirements and securely disposed of when no longer needed. IT assets containing data are disposed of using accredited providers in line with ICO guidance.
Policy Review
This policy is reviewed annually by the Quality & Curriculum Lead to ensure continued compliance with UK GDPR, DUAA 2025, and ICO guidance.
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