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ADI Code of Conduct

The Driver and Vehicle Standards Agency (DVSA) and the driver training industry place great
emphasis on professional standards and business ethics. This industry code of practice has
been agreed between the National Associations Strategic Partnership (NASP) and DVSA. It is
a framework within which all instructors should operate. These professional bodies expect
their members to adhere to this code of conduct.

Personal Conduct
Driver trainers will be professional, comply with the law, keep clients safe and treat them
with respect.

The instructor agrees to:

at all times behave in a professional manner towards clients in line with the standards in
the ‘National standard for driver and rider training’

at all times comply with legislative requirements including:

the protection of personal freedoms, the prevention of discrimination based on age,
disability, gender, race, religion or sexual orientation

not using mobile devices like phones when driving or supervising client’s driving and only
when parked in a safe and legal place

demonstrating a high standard of driving and instructional ability upholding safety
standards including showing consideration for all other road users particularly pedestrians,
cyclists, motorcyclists and horse riders

consumer, workplace and data protection regulations, the handling, storing, use and
dissemination of video or audio recordings made in or around their tuition vehicle

avoid inappropriate physical contact with clients

avoid the use of inappropriate language to clients

not initiate inappropriate discussions about their own personal relationships and take care
to avoid becoming involved in a client’s personal affairs or discussions about a client’s
personal relationships, unless safeguarding concerns are raised

avoid circumstances and situations which are or could be perceived to be of an
inappropriate nature

respect client confidentiality whilst understanding the actions to take if a client reveals
concerns about their private lives

treat clients with respect and consideration and support them to achieve the learning
outcomes in the ‘National standard for driving cars and light vans (category B)’ as efficiently
and effectively as possible


https://www.gov.uk/government/organisations/driver-and-vehicle-standards-agency
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ensure that their knowledge and skills on all matters relating to the provision of driver
training comply with current practice and legislative requirements

use social network sites responsibly and professionally:

ensuring that clients personal information is not compromised

ensuring when using social media for marketing purposes that what is written is compliant
with privacy and data protection legislation pertaining to digital communications, the laws
regarding spam, copyright and other online issues

treating other users of social media including clients, colleagues and their views with
respect

be careful not to defame the reputation of colleagues, DVSA, driving examiners or the ADI
register

not distribute, circulate or publish footage taken of driving tests from in-car cameras,
without permission from DVSA and the client

Business Dealings
Driver trainers will account for monies paid to them, record client’s progress, advise clients
when to apply for their driving tests and guide them fairly through the learning process.

The instructor agrees to:

safeguard and account for any monies paid in advance by the client in respect of driving
lessons, test fees or for any other purpose and make the details available to the client on
request

on or before the first lesson make clients aware of both this code of practice and their
terms of business which should include:

legal identity of the school/instructor with full postal address and telephone number at
which the instructor or their representative can be contacted

the current price and duration of lessons

the current price and conditions for use of a driving school car for the practical driving tests
the terms which apply to cancellation of lessons by either party

the terms under which a refund of lesson fees may be made

the procedure for making a complaint

check a client’s entitlement to drive the vehicle and their ability to read a number plate at
the statutory distance on the first lesson and regularly during their training

make a record of a client’s progress, which will include the number of lessons provided, and
ensure that the client is aware of their progress and future training requirement to achieve
their driving goals
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discuss with and advise a client when to apply for their driving tests, taking account of
DVSA’s cancellation rules, local waiting times and the instructor’s forecast of a client’s
potential for achieving the driving test pass standard

not cancel or rearrange a driving test without the client’s knowledge and agreement, in the
event of the instructor deciding to withhold the use of the school car for the driving test,
sufficient notice should be given to the client to avoid loss of the DVSA test fee

ensure that when presenting a client for the practical driving test:

the client has all the necessary documentation to enable the client to take the test

the vehicle complies with all aspects of motoring law, displays the instructor’s certificate or
licence correctly and is fitted with an extra interior rear-view mirror and correctly
positioned L or optionally D plates in Wales

accompany the client on their practical driving test and listen to the debrief, when
requested to do so by the client

Advertising

Driver trainers will take care to advertise and promote their businesses in a clear and fair
manner.

The instructor agrees that:

the advertising of driving tuition shall be clear, fair and not misleading

any claims made in advertising shall be capable of verification and comply with current CAP
Advertising Codes

advertising that refers to pass rates should not be open to misinterpretation and the basis
on which the calculation is prepared should be made clear

Overview

In order for us to operate our business and provide our services to you, it is sometimes
necessary for us to collect or process information about you. In general terms, this
information will take one or more of the following forms:

. Information that you provide to us directly, such as in the situation where you complete an
online form or send us a message via our website;

. Information that is automatically sent to us by your computer’s internet browser when you
visit our website, such as your computer’s technical address (or ‘IP address’) or information
about which particular internet browser you are using and so on;

. Information about how you use our website or our services, such as which pages you visit,
how frequently you visit the site and so forth.

This privacy policy sets out the detail of what information we collect, as well as how that
data is used and protected.


https://www.asa.org.uk/codes-and-rulings/advertising-codes.html
https://www.asa.org.uk/codes-and-rulings/advertising-codes.html

@

TARA'S DRIVING SCHOOL

www.tarasdrivingschool.co.uk

Our commitment to data privacy

In terms of your use of this website, We at Tara’s Driving School, act in the capacity of Data
Controller and comply with the GDPR best practices, and should you have any questions or
concerns about the data we hold about you, we can be contacted using the information
below:

Data Controller: Tara’s Driving School

Email correspondence: tarasdrivingschool@gmail.com

Definition of ‘personal data’

When we refer to ‘personal data’ we mean any information that allows us to identify you
personally. Obvious examples include your name, email address, postal address etc. We will
always seek to gain your explicit consent to providing this information before we collect it
from you, although this may not be the only legal basis on which we collect the data.

Other types of information, such as your computer’s ‘IP” address or broad geographical
location do not, generally, allow us to identify you directly. However, because in their
current form, European data privacy regulations (GDPR) are somewhat vague in this regard,
we will cover the use of such data here also.

Who we share data with

We operate on a strict ‘need to know’ basis for all data that we work with, and that is
particularly true for any personal data. The only people/organisations that are granted
access to personal data are:

Service providers who provide IT and system administration services.

Professional advisers including lawyers, bankers, auditors and insurers who provide
consultancy, banking, legal, insurance and accounting services.

HM Revenue & Customs, regulators and other authorities based in the United Kingdom and
other relevant jurisdictions who require reporting of processing activities in certain
circumstances.

Third parties to whom we sell, transfer, or merge parts of our business or our assets.

Note: Our authorised data processor has signed Data Privacy Agreements with all of the 3rd
party technology suppliers above which detail our respective responsibilities for data
security.


mailto:tarasdrivingschool@gmail.com
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How your data is protected
We take the security of all personal data very seriously, and that data is protected in a
number of ways:

Access control: access to personal data is strictly limited in line with our policy detailed in
the ‘who we share data with section’ on this page. Access is controlled by individual user
accounts, where a strong password policy is enforced

Dedicated security software: We operate dedicated security scanning and access control
software on all of our websites and servers. This software is responsible for limiting login
attempts to our site, blocking potentially malicious attempts to access our services, and
regularly performing full file system scans.

Data encryption: where data is stored in a cloud facility (specifically, the storage of website
backup files), that data is encrypted both ‘in transit’ and ‘at rest’ — meaning that all data is
securely obscured both during the process of transfer to the cloud provider, and then
additionally when it is in storage at its final location.

Selection of third party service providers: we use a very limited number of third party
service providers, but some are essential for the provision of physical hosting environments
and cloud services. One of the core factors in the selection of such providers is their ability
to provide secure systems and processes. We have written Data Processing Agreements
with each of our core service providers that sets out the requirements for data security.

Access to your personal data

In the situation where you have directly provided personal information to us (such as by
completing an online form or contacting us for further information), you have a number of
rights regarding the personal data that we hold:

You have the right to obtain from us confirmation about whether any such data is being
held;

You have the right to require that we provide you with whatever data we are
holding/processing about you, including the right for that data to be transferred to another
data controller;

Even if you have consented to us processing your personal data, you have the right to
withdraw that permission at any time;

You have the right to require us to rectify any incomplete or incorrect information held
about you;

You have the right to require us to erase the data held about you (the ‘right to be
forgotten’);

In the situation where we collect personal data automatically (such as from your internet
browser or via internet Cookies or other similar technologies):
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You have the right to object to the legal basis upon which we are collecting this data, and
We have an obligation to consider and respond to that objection;

You have the right to request the prevention of further processing of your data while your
objection is considered;

You have the right to make a complaint to the relevant data protection authority (which, in
the UK, is the Information Commissioner’s Office or ‘1CQO’)

In most circumstances, you can exercise these rights without paying a fee to us.

Types of data collected

Website contact forms

When you complete one of the contact forms on our website, we will ask you for a number
of pieces of personal information, such as your name, email address and other contact
details. This is obviously required for us to respond to your request.

If you do not use or submit an online form on the website, no data will be collected in that
regard.

Legal Basis:

Consent (GDPR Art 6(1)(a)): Generally, we will ask for your explicit permission to process
this data before you are able to submit the contact form. We will also give you a link to our
Privacy Policy (this document) that you may review before submitting your details.

Intent to contract (GDPR Art 6(1)(b)): Additionally, the information that you provide to us
here is necessary for us to fulfil your request prior to entering into a contract.

Types of processing

We will store the information you provide to us in our website database, and/or in our self-
managed Customer Relationship Management system. Such storage allows us to efficiently
access your data and respond to your requests;

For the purpose of maintaining the integrity of our systems, we may also store this data in
system backups, which are encrypted and held securely by our technology partner.

We may use this information to contact you about other of our own services that we
believe may be of genuine interest to you;

We will NOT use this data for any further purpose without your express further consent;
We will NEVER sell your information to any 3rd party.
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Data minimisation:

We will only ask you for the minimum amount of information required to appropriately
fulfil your request. This will usually be your name, one or more contact details, and any
specific information about your request.

Retention

If we do not enter into a further contract or agreement with you, we will retain this data for
a maximum of 12 months. If you choose to enter into a service agreement with us, we will
retain the data for the length of our ongoing agreement plus a maximum of 12 months.

Technical data (such as ‘IP address’)

When you visit our website, our systems will log a record of your visit in our server logs, and
typically this record will include the technical ‘IP” address that is associated with your device
and the browser type and version that you are using.

Such server logs are extremely common practice, and are used to monitor technical
resources, monitor high-level server activity, and importantly to detect and prevent
malicious or fraudulent activity on our systems. This data can also be used, if required, to
diagnose reports of technical issues. The storage of IP addresses, allow us to identify
patterns of behaviour (such as repeated malicious attempts to access a system).

IP addresses, in and of themselves, do not allow us in any way to identify you as an
individual, especially given that it is very common for IP addresses to be dynamically
allocated by your service provider, and will therefore often routinely change.

Furthermore, we do not and will not use the content of server access logs to attempt to
determine an identifiable individual. We therefore do not consider that data held within
server logs falls within the scope of ‘personal data’, and accordingly we do not seek your
consent to collect it.

Legal Basis

In the event that such anonymous data is considered to fall within the scope of the
applicable data protection regulations, the legal basis for processing such data is:

Our Legitimate interest (GDPR Art 6(1)(f)): The integrity, security and performance of our
systems and infrastructure is a vital part of the services that we offer. We consider that it is
in our legitimate interest to maintain and protect our systems to this end.
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Types of processing

We will store the information you provide to us in our website server logs

For the purpose of maintaining the integrity of our systems, we may also store this data in
infrastructure backups

We will NOT use this data to attempt to identify an individual person

Retention

Server logs are automatically rotated on our systems, and are retained for a maximum of 12
months following the closure of the relevant log file.

Cookies & ‘similar technologies’

We have included cookies, web beacons and similar technologies into one section because
they all perform similar functions even if, from a technical perspective, they work slightly
differently. All of these technologies allow us to better understand how users are using our
website and other related services. They can also be an essential part of providing certain
online functionality.

They are all essentially small data files placed on your computer (or other device) that allow
us to tell when you have visited a particular page, or performed a particular action (such as
clicking a particular button) on our website. These technologies are used by most websites
as they provide useful insight into how the services are being used, as well as improving
speed, performance and security, and enabling us to improve our personalisation of your
experience.

Cookies

These are small text files placed in the memory of your browser or device when you visit a
website. Cookies allow a website to recognize a particular device or browser. There are
several types of cookies:

Session cookies expire at the end of your browser session and allow us to link your actions
during that particular browser session.

Persistent cookies are stored on your device in between browser sessions, allowing us to
remember your preferences or actions across multiple sites.

First-party cookies are set by the site you are visiting.

Third-party cookies are set by a third party site separate from the site you are visiting.
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There are a number of ways that you can influence how cookies are used on your particular
device. Most commercial browsers (such as Chrome, Safari, Edge, Internet Explorer, Firefox
etc) allow you to set preferences for whether to allow or block website cookies. They will
also provide tools that allow you to remove any cookies that have already been set. Using
the ‘Help’ functionality of your browser, or an internet search, will help you to understand
how to use these features for your particular browser.

Web beacons

— Small graphic images (also known as “pixel tags” or “clear GIFs”) that may be included on
our sites and services that typically work in conjunction with cookies to identify our users
and user behaviour.

More detail about our use of cookies
Our uses of such technologies fall into the following general categories:

. Operationally Necessary. We may use cookies, web beacons, or other similar technologies
that are necessary to the operation of our sites, services, applications, and tools. This
includes technologies that allow you access to our sites, services, applications, and tools;
that are required to identify irregular site behaviour, prevent fraudulent activity and
improve security; or that allow you to make use of our functions such as shopping-carts,
saved search, or similar functions;

. Performance Related. We may use cookies, web beacons, or other similar technologies to
assess the performance of our websites, applications, services, and tools, including as part
of our analytic practices to help us understand how our visitors use our websites,
determine if you have interacted with our messaging, determine whether you have viewed
an item or link, or to improve our website content, applications, services, or tools;

. Functionality Related. We may use cookies, web beacons, or other similar technologies
that allow us to offer you enhanced functionality when accessing or using our sites,
services, applications, or tools. This may include identifying you when you sign into our sites
or keeping track of your specified preferences, interests, or past items viewed so that we
may enhance the presentation of content on our sites;

. Advertising or Targeting Related. We may use first-party or third-party cookies and web
beacons to deliver content, including ads relevant to your interests, on our sites or on third
party sites. This includes using technologies to understand the usefulness to you of the
advertisements and content that have been delivered to you, such as whether you have
clicked on an advertisement.

The cookies currently in use on this site are as follows:
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Cookie Purpose

_ga, gat, gid Performance Related — Analytics cookies set by Google Analytics

Legal Basis

Our Legitimate interest (GDPR Art 6(1)(f)): The integrity, security and performance of our
systems and infrastructure is a vital part of the services that we offer. We consider that it is
in our legitimate interest to maintain and protect our systems to this end.

For this, and website usability reasons, we do not explicitly seek your consent to place
these particular cookies.

How do | change my cookie settings?

You can block most cookies by activating the setting on your browser that allows you to
refuse all or some cookies. Please note, blocking all cookies may restrict access to all or
parts of our website, or you may experience reduced functionality when accessing certain
services. Unless you have adjusted your browser setting so that it will refuse cookies, our
system will issue cookies as soon you visit our website.

Learn how to turn off cookies for your web browser:

Adjust cookie settings in Chrome

Adjust cookie settings in Firefox

Adjust cookie settings in Internet Explorer

Adjust cookie settings in Safari

Adjust cookie settings in Microsoft Edge

Website Analytics

We use Google Analytics to better understand what people look at on our website. When
people visit our site, information about their visit (such as which pages they look at, how
long they spend on the site and so on) is sent in an anonymous form to Google Analytics
(which is controlled by Google). The data contains information about anyone who uses our
website from your computer, and there is no way to identify individuals from the data. As
analytics information is not personal data, we do not specifically ask for your prior consent.

Changes to our privacy policy

This privacy policy may change from time to time in line with legislation or industry
developments. We will not explicitly inform our clients or website users of these changes.
Instead, we recommend that you check this page occasionally for any policy changes.


https://support.google.com/accounts/answer/61416?co=GENIE.Platform%3DDesktop&hl=en
https://support.mozilla.org/en-US/kb/enable-and-disable-cookies-website-preferences
https://support.microsoft.com/en-gb/help/17442/windows-internet-explorer-delete-manage-cookies
https://support.apple.com/kb/ph21411?locale=en_GB
https://privacy.microsoft.com/en-us/windows-10-microsoft-edge-and-privacy

