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La Creme Dance Academy - Privacy and Confidentiality Policy

Purpose

La Creme Dance Academy (LCDA) is committed to protecting the privacy, dignity, and
confidentiality of our students, families, and staff. This policy outlines how personal information is
collected, used, stored, and shared to ensure compliance with privacy obligations and to maintain
the trust of our community.

Scope
This policy applies to:

¢ All students and their families

e Staff, contractors, and volunteers

¢ [nformation collected through enrolments, classes, performances, events, and
communications

Collection of Information
LCDA may collect the following information to support the safe and effective running of the studio:
e Student details relevant to their enrolment at La Creme Dance Academy (including but not
limited to name, date of birth, allergies & medications, address, etc.)
e Parent/guardian contact details
* Emergency contact information
e Medicalinformation relevant to student wellbeing and safety
e Attendance, progress, and performance records
* Images and videos (with consent) for promotional and educational purposes

Use of Information
Information collected will only be used for:
¢ Communicating with families regarding classes, performances, and events
* Ensuring the safety and wellbeing of students
* Administrative purposes such as enrolment, billing, and reporting
¢ Training, assessment, and exam purposes
e Promoting LCDA activities (unless notified that the student is not to have media shared)

Confidentiality

e Staff and volunteers must respect the privacy of students and families at all times.

¢ [Information shared within LCDA is strictly limited to what is necessary for teaching, safety, and
administration.

* Medical or sensitive information will only be shared with staff directly responsible for a
student’s care.
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e Conversations about students and families must be professional and confidential, and never
discussed outside the academy.

Storage and Security

* Paperrecords are kept in locked storage.

e Digital records are stored securely with password protection.

¢ Only authorised staff have access to personal information.

* Information is retained only as long as necessary and securely destroyed when no longer
required.

Photography and Video

¢ LCDA may take photos and videos during classes, concerts, and events.

e Consentis obtained at enrolment for the use of images in promotional materials, social
media, and marketing (unless notified that the student is not to have media shared)

* Families may withdraw consent at any time in writing.

Disclosure of Information
LCDA will not disclose personal information to third parties unless:
e Required by law, or
e Consent has been given by the individual or their parent/guardian.

Rights of Families
Parents/guardians and students have the right to:
* Request corrections to inaccurate details
¢ Withdraw consent for the use of images and personal data

Breach of Policy
Any staff member or volunteer who breaches this policy may face disciplinary action, including
termination of their role within LCDA.

Review
This policy will be reviewed annually to ensure it remains relevant and compliant with current
privacy legislation.



