LIMITED

CS/‘.), ALP Synergy

ALP Synergy Ltd

Privacy Notice

Our contact details

Name: ALP Synergy Ltd

Address: Fryth Wood, Chepstow, NP166DU
Phone Number: 07854 849829

E-mail: Lesley@alpsynergy.co.uk

Date: 06/04/2026 (Version 1.2)

Who is responsible for your personal data?

ALP Synergy Ltd is the organisation responsible for the personal data covered by this Privacy
Notice. ALP Synergy Ltd is registered with the Information Commissioner’s Office (1CO)
under registration number ZA866252.

Contact details

ALP Synergy Ltd

Fryth Wood, Chepstow, NP16 6DU
Email: lesley@alpsynergy.co.uk
Phone: 07854 849829

If there are any questions about this Privacy Notice or about how personal data is used,
please contact Lesley Parsons at lesley@alpsynergy.co.uk.
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What this notice covers

This Privacy Notice explains how ALP Synergy Ltd collects, uses, stores, shares and protects
personal data. It applies to personal data relating to clients, prospective clients, learners and
programme participants, business contacts, suppliers, employees, contractors and users of
ALP Synergy websites, forms and online platforms.

Different services and contracts may involve slightly different processing arrangements.
Where a specific programme, client contract, platform or information sharing arrangement
requires additional privacy information, that information will be provided alongside this
notice.

What personal data may be collected

Depending on the relationship with ALP Synergy Ltd, the personal data collected may
include:

e Name.

Contact details such as email address, telephone number and postal address.
e Organisation, job title and business details.

e Age or date of birth where relevant to programme eligibility or support.

e Gender.

e Business bank details where contractually required.

e Records of enquiries, bookings, attendance, participation, communications and
feedback.

e Online learning or programme activity, progress and support records where online
platforms or funded programmes are used.

e Special category data, such as disability information, ethnicity or other support-related
information, where this is necessary, lawful and proportionate.

Personal data is collected either directly from the individual, from the organisation they
work with, from contracting authorities or education providers where ALP Synergy delivers
services on their behalf, or through systems used to manage delivery and communication.
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How personal data is used

Personal data may be used to:

respond to enquiries and assess whether services are suitable;

deliver contracted services, funded programmes, learning activity, events, mentoring,
advice and follow-up support;

manage registrations, bookings, attendance, communication and reporting for
programmes or contracts;

connect individuals with partner organisations, specialist support or contracting
authorities where this is part of the service or agreed with the individual;

monitor quality, evaluate impact, improve services and prepare anonymised or
aggregated reports;

manage contracts, finance, safeguarding, complaints, incidents and compliance
obligations;

send relevant updates about services, opportunities or events where this is permitted
under data protection and marketing rules.

Lawful bases for processing

Under UK GDPR, ALP Synergy Ltd relies on different lawful bases depending on the type of
processing being carried out. These may include:

Contract where personal data is needed to deliver a service, programme, contract or
requested support.

Legal obligation where personal data must be processed to meet legal, regulatory, tax,
audit, safeguarding or reporting duties.

Legitimate interests where personal data is used in ways that are expected,
proportionate and necessary for running and improving services, managing
relationships or following up on relevant opportunities, provided those interests are
not overridden by the individual’s rights.

Consent where this is the most appropriate basis, for example for some optional
communications, introductions or specific categories of data sharing.

Where special category data is processed, ALP Synergy Ltd will also identify an appropriate
condition under Article 9 UK GDPR and the Data Protection Act 2018.
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Who personal data may be shared with

Personal data is only shared where there is a lawful reason to do so and where appropriate
safeguards are in place. Depending on the service, this may include:

e contracting authorities, funders or commissioners where ALP Synergy is delivering
services on their behalf;

e education providers, referral partners or delivery partners where this is necessary for
programme delivery;

e associate advisors, facilitators or contractors working under ALP Synergy’s instructions
and confidentiality requirements;

e third-party processors and system providers, such as secure cloud, communications,
project management, survey or online learning systems used to operate services;

e professional advisers, insurers, auditors or regulators where required.

Where reporting is required, ALP Synergy will use anonymised or aggregated information
wherever possible.

International transfers

ALP Synergy Ltd does not routinely transfer personal data internationally unless this is
required by a client arrangement or by the systems used to deliver services. Where personal
data is transferred outside the UK, appropriate safeguards will be used, such as adequacy
regulations or approved transfer mechanisms.

How personal data is stored and protected

Personal data is stored using secure systems and proportionate technical and organisational
measures. These include role-based access controls, password protection, multi-factor
authentication where appropriate, secure cloud storage, encryption where appropriate,
staff training, incident procedures and secure disposal methods.

For some programmes, personal data may be held in dedicated online platforms used to
deliver learning or support. In those cases, access is limited to relevant staff and authorised
partners according to role and need.
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How long personal data is kept

ALP Synergy Ltd does not keep personal data for longer than necessary. Retention periods
depend on the type of record, the purpose for which it was collected, and any contractual,
legal, audit or safeguarding requirements that apply.

Different categories of records are kept for different periods in line with ALP Synergy Ltd’s
Data Retention Schedule. For example, enquiry records may be kept for a shorter period
than contract records, payroll records, breach records or funded programme evidence.

At the end of the relevant retention period, personal data will be securely deleted,
anonymised or destroyed, unless there is a lawful reason to retain it for longer, such as an
ongoing complaint, dispute, audit, safeguarding matter or legal claim.

Individual rights

Under data protection law, individuals have rights over their personal data, subject to
certain conditions and exemptions. These include the right to:

e ask for access to personal data;

e ask for inaccurate data to be corrected;

e ask for data to be erased in some circumstances;

e ask for processing to be restricted in some circumstances;

e object to processing in some circumstances;

e ask for data portability in some circumstances; and

e withdraw consent at any time where consent is the lawful basis being relied on.

Requests should be sent to lesley@alpsynergy.co.uk. ALP Synergy Ltd will normally respond
within one month, in line with UK GDPR requirements.
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Complaints

If there are concerns about how personal data has been used, ALP Synergy Ltd should be
contacted first at lesley@alpsynergy.co.uk so that the issue can be reviewed. Individuals
also have the right to complain to the Information Commissioner’s Office.

Information Commissioner’s Office
Woycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Helpline: 0303 123 1113

Website: ico.org.uk

Changes to this notice

This Privacy Notice will be reviewed regularly and updated where necessary to reflect
changes in services, systems, legal requirements or how personal data is processed. The
latest version should be used and made available wherever ALP Synergy Ltd collects
personal data.
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