Privacy Policy – West Yorkshire Opportunities Programme 

Effective Date: 08.07.25
The West Yorkshire Opportunities Programme (WYOP) is committed to protecting your personal data. This Privacy Policy explains how we collect, use, store, and protect the contact information of school and college professionals who engage with WYOP and the Yorkshire Apprenticeship Service in the delivery of Careers Education, Information, Advice and Guidance (CEIAG).

1. Who We Are
The West Yorkshire Opportunities Programme is an apprenticeship advisory service operating across the region. We work with schools and colleges to deliver impartial CEIAG sessions and apprenticeship-related activities. The Yorkshire Apprenticeship Service website hosts this initiative and supports our mission to improve access to apprenticeships for young people.

2. What Information We Collect
We may collect and store the following personal data:
· Full name
· Job title/role
· School or college name
· Email address
· Contact phone number (if provided)
· Communications and interaction history with WYOP and the Yorkshire Apprenticeship Service

3. How We Use Your Information
We collect this information in order to:
· Share updates, resources, and relevant apprenticeship opportunities
· Coordinate and evaluate our delivery within your institution
· Maintain accurate records of contacts and engagement
We will only use your information for purposes directly related to WYOP and the Yorkshire Apprenticeship Service. Your data will not be shared with third parties for marketing or unrelated purposes.

4. Lawful Basis for Processing
Our lawful basis for processing your data is legitimate interest, as you are engaging with a careers and apprenticeship service for the benefit of your students. In cases where we request consent (e.g. for ongoing updates), you will have the option to opt in or out at any time.

5. Data Storage and Security
Your information is stored securely on protected systems accessible only by authorised staff. We take all reasonable steps to ensure your data is kept safe and confidential.

6. Retention Period
We will retain your contact information for as long as you remain a relevant point of contact for your institution, or until you request removal. If your role changes, or if you no longer wish to be contacted, please let us know and we will update or delete your information promptly.

7. Your Rights
You have the right to:
· Access the personal data we hold about you
· Request correction of inaccurate or incomplete data
· Request deletion of your data 
· Object to or restrict certain types of data processing
· Withdraw your consent at any time (where applicable)
To exercise any of these rights, please contact us using the details below.

8. Contact Us
If you have any questions or concerns about how your data is handled, or if you’d like to update or remove your information, please contact:
West Yorkshire Opportunities Programme
Email: sam@wylp.org.uk 
Address: West Yorkshire Learning Providers, 4100 Park Approach, Leeds, LS15 8GB

9. Updates to This Policy
We may update this Privacy Policy from time to time. Any significant changes will be communicated directly to you or published via our official communication channels.

