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1. Purpose
Tudor-WNA is committed to protecting the privacy and confidentiality of all individuals who participate in a Workplace Needs Assessment (WNA) and online dyslexia screening. This Privacy Policy explains how personal information is collected, used, stored, shared and protected throughout the assessment process.

2. Scope
This policy applies to:
· Employees participating in a Workplace Needs Assessment.
· Managers involved in implementing workplace adjustments.
· Human Resources personnel and authorised assessors.
· Any personal information collected during the WNA process.

3. Information We Collect
To conduct a Workplace Needs Assessment, Tudor-WNA may collect:
· Name and contact details.
· Job title and department.
· Information relating to workplace responsibilities.
· Information about disabilities, health conditions or neurodivergence that the individual chooses to disclose.
· Existing workplace adjustments and support arrangements.
· Assessment notes and recommendations.
Only information necessary for the assessment will be collected.

4. Legal Basis for Processing
Personal data will be processed in accordance with:
· UK General Data Protection Regulation (UK GDPR).
· Data Protection Act 2018.
· Equality Act 2010.
Processing may be necessary to:
· Comply with legal obligations.
· Support workplace inclusion and reasonable adjustments.
· Protect the rights and wellbeing of employees.
· Fulfil legitimate organisational interests.
Where special category data is processed, explicit consent will be obtained when required.

5. How Information Is Used
Information collected through the Workplace Needs Assessment may be used to:
· Identify workplace barriers.
· Recommend reasonable adjustments.
· Support employee wellbeing and inclusion.
· Assist managers in implementing agreed adjustments.
· Review the effectiveness of support arrangements.
· Meet legal and regulatory obligations.
Personal information will not be used for unrelated purposes.

6. Confidentiality and Information Sharing
All information provided during a Workplace Needs Assessment will be treated as confidential.
Information will only be shared with:
· The employee concerned.
· Relevant line managers.
· Human Resources personnel.
· Occupational Health professionals where appropriate.
· External specialists where authorised by the employee.
· Regulatory or legal bodies where required by law.
Only the minimum amount of information necessary will be shared.

7. Data Security
Tudor-WNA takes appropriate technical and organisational measures to ensure personal information remains secure.
Security measures include:
· Restricted access to records.
· Secure electronic storage systems.
· Password-protected devices and accounts.
· Secure disposal of confidential records.
All staff handling personal information are expected to maintain confidentiality at all times.

8. Data Retention
Workplace Needs Assessment records will be retained only for as long as necessary to fulfil the purpose for which they were collected and to meet legal or organisational requirements.
Once retention periods expire, records will be securely destroyed or permanently deleted.

9. Individual Rights
Under UK data protection legislation, individuals have the right to:
· Request access to their personal data.
· Request correction of inaccurate information.
· Request restriction of processing in certain circumstances.
· Object to processing where applicable.
· Request erasure of personal data where legally permissible.
· Withdraw consent where processing is based on consent.
Requests should be submitted to the organisation's Data Protection Officer.

10. Consent
Where consent is required for the processing or sharing of sensitive personal information, clear and informed consent will be obtained.
Individuals may withdraw consent at any time; however, this may affect the organisation's ability to provide certain support or adjustments.

11. Complaints
Individuals who have concerns about how their information is handled should contact:
Data Protection Officer
Name: Tudor Treharne
Email: Tudorwna@icloud.com
Telephone: 07809285256
Individuals also have the right to raise concerns with the Information Commissioner's Office (ICO):
Website: https://ico.org.uk

12. Policy Review
This policy will be reviewed annually or sooner if required by changes in legislation, organisational practices or Workplace Needs Assessment procedures.

Privacy Statement
Tudor-WNA is committed to ensuring all information gathered during Workplace Needs Assessments is handled lawfully, fairly, transparently and securely. We are dedicated to supporting inclusive workplaces whilst respecting the privacy and dignity of every individual.
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