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Personal Data Protection Notice for English Courses

Under the terms of the United Kingdom’s Data Protection Act, 1998 and Japan Act on the Protection of Personal
Information, the British Council will ensure that our staff and those acting on our behalf obtain, use and disclose

personal information lawfully and correctly.

The British Council manages any personal information you give to us about yourself or your child securely and only for the

purposes we have specified. These are as follows:



<Customer questionnaires>
® To follow-up and supply further information on our courses.
® To compile statistical reports which do not identify individuals.

® To be able to cater for any special needs our customers may have.

<Customers taking a placement test>
® To give appropriate advice to each customer.

® To provide information on the placement test to the customers’ sponsors, where applicable.

<Customers registering for our courses>
® To maintain academic and educational records on our students, to inform students of necessary information on classes, to
provide information which students have requested and to maintain accurate financial records.
® To supply necessary information related to courses.

To provide information on academic records to students’ sponsors, where applicable.

The British Council will not disclose or provide personal information to any third party, except in the following cases:
e Customer consent has been obtained.
e The Council entrust its business operations to third parties to which personal information may also be disclosed to the
extent required in order to achieve a set of purposes when it necessary.

e Disclosure or provision is required by laws or regulations.

Retention period for personal information is 6 years after the last term has been taken. Personal information of customers who
did not take courses is retained for one year. Following the expiration of this period, we will dispose of the data by appropriate

methods.

All enquiries and requests to any personal information we hold on you is handled at courses@britishcouncil.or.jp



