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Information Sharing Agreement (ISA) 
This ISA defines the detailed arrangements for processing information shared between the British Council and participants in the Accreditation UK quality assurance scheme; this does not constitute a legal contract but represents an undertaking by the partners to observe the best practice guidance found in the British Council’s Information Sharing Policy (https://www.britishcouncil.org/organisation/transparency/policies/information-security-privacy).  
1. Parties to the Agreement: 
	British Council
1 Redman Place
Stratford
London
E20 1JQ

	Participants in the Accreditation UK quality assurance scheme:
· Language centres applying for British Council  accreditation
· British Council accredited language centres
· Accommodation providers applying for British Council registration
· British Council registered accommodation providers


2. Why is the information being shared?
	The limited personal information collected by the Accreditation Unit will be shared for
· conducting inspections and assessing whether the standards required to receive British Council accreditation/registration are met
· maintaining accreditation/registration
· processing an application to attend an event (e.g. pre-inspection briefing)
· sending e-newsletters containing scheme updates and information about relevant events, resources and opportunities
· informing our partners in the accreditation scheme, English UK, of any successful new applicants for accreditation/registration so that they can send information about English UK membership (eligibility is a benefit of accreditation) to the organisation’s designated contact
· confirming contact details of accredited language centres for invoicing of accreditation UK annual fees (which English UK collect from their members on behalf of the British Council).


3. What is the justification for sharing?
	Performance of a contract: language centres apply for (re) accreditation/accommodation providers apply for (re)registration and provide or receive information, including some personal information, to enable us to carry out the inspection.
Consent: individuals apply to attend an event, personal information is used to send them joining instructions and facilitate attendance. 
Consent: individuals subscribe to our e-newsletter or are subscribed at the request of their organisation. Information on how to unsubscribe is included in each issue of the newsletter.


4. What information is being shared?
	Information collected from language centres/accommodation providers on annual declarations and stored in the Accreditation Unit.
Information collected from language centres/accommodation providers in inspection documentation and sent to British Council inspectors.
 The names, job titles, work contact details of the key contact person(s) at language centres/accommodation providers being inspected.
The names, job titles, qualifications of staff at language centres/accommodation providers being inspected. 
The names, addresses and contact details of homestay hosts or home tuition teachers at language centres/accommodation providers being inspected.
Names and contact details of the inspectors allocated to conduct an inspection sent by the Accreditation Unit to the centre/provider undergoing inspection.


5. [bookmark: _Toc160421258][bookmark: _Toc464411488]What are we telling individuals about this information sharing & how are they notified?
	We will use the information that you are providing in connection with one or more of the following:
· conducting inspections and assessing whether the standards required to receive British Council accreditation/registration are met
· maintaining accreditation/registration
· putting you in contact with our partners, English UK
· processing an application to attend an event (e.g. pre-inspection briefing)
· sending e-newsletters containing scheme updates and information about relevant events, resources and opportunities.
The legal basis for processing your information is the performance of a contract for which you have applied or in order to take steps at your request prior to entering into a contract. Terms and conditions for accreditation/registration and details of the inspection process are available on our website www.britishcouncil.org/education/accreditation.
Members of staff on the British Council Accreditation Team will have access to the information collected. This information will be shared with British Council inspectors, the Accreditation UK Executive Board, the Accreditation Scheme Advisory Committee and English UK as required for the performance of your contract.
If you are accredited/registered, this information will be securely held on British Council systems and will be kept for the duration of your accreditation/registration and for seven years after the end of your accreditation/registration. If not accredited/registered, the information will be kept for one year after the completion of your application/inspection.
British Council complies with data protection law in the UK and laws in other countries that meet internationally accepted standards. You have the right to ask for a copy of the information we hold on you, and the right to ask us to correct any inaccuracies in that information. If you have concerns about how we have used your personal information, you also have the right to complain to a privacy regulator. For detailed information, please refer to the privacy section of our website, www.britishcouncil.org/privacy. 
[As a data controller, you need to ensure that appropriate consent has been obtained in relation to all the personal information you will need to share with us for the purpose of processing your application or maintaining your accreditation/registration.]


6. How will the information be shared, and what security measures will be used? 
	We will share information via email, encrypting any attachments containing personal information in password protected zip files; we will not send large amounts of personal data via email.
For processing applications and managing accreditation/registration, information is collected in Annual declarations annually and inspection applications every four years.
In advance of an inspection, you need to share information with the inspectors. Please note that Stage 2 documents sent to inspectors (by email, or using online file sharing such as Drop box) are mostly policies or sample documents containing no personal information. However, a number do contain personal information (e.g. academic staff spreadsheet, homestay lists) and care should be taken to ensure that these are transferred securely. Please note that none of the documents shared should include sensitive personal data.
In the course of the onsite inspection, inspectors may need to view files or databases which contain personal information (e.g. students’ next of kin contact details); this information is only viewed to verify that appropriate records are being kept, they will not be noting individual data and none of this information will be removed from the institution.


7. How will the information be stored? (e.g. secure server - include any security measures).
	The Accreditation Unit will store information on our secure server which is protected by our corporate firewall; we will observe our IT security policy and ensure that access is granted only to those who require it in connection with their work.
Inspectors will store information on their personal computer devices (laptop or desktop) which requires a password for access or in a password-protected folder, or on an encrypted memory stick, or access it on the cloud-based platform you have chosen to use to share it.


8. Who will handle specific information? 
	Name
	Job title
	Organisation

	British Council staff
	Accreditation Unit
	British Council

	Inspectors allocated to inspection
	Inspector
	British Council contractors

	Committee members
	ASAC
	Various representing the British Council and English UK

	Executive Board members
	AUK Executive Board
	Various

	English UK staff
	Membership manager
	English UK


9. Termination of this Agreement – how long will information be kept? 
	Information held will be reviewed regularly and anything we no longer need will be deleted.
The Accreditation Unit will retain hard copy and electronic data relevant to the maintenance of accreditation until 7 years after the organisation ceases to be accredited. 
Inspectors will retain hard copy and electronic data relevant to the conduct of an inspection until one week after the publication of the last inspection report on each committee agenda (no later than four months after the completion of the inspection, unless the inspection report is disputed or the inspectors have been allocated to a further inspection of the same organisation). 
The Accreditation Unit will retain hard copy and electronic data relevant to participants of an event until 12 months after the event.
The Accreditation Unit will retain hard copy and electronic data relevant to subscribing individuals to Newswire (our e-newsletter) until the individual or the organisation for which they work asks to be unsubscribed. 


10. How will the information be disposed of?
	The Accreditation Unit will delete any electronic data and shred any hard copy information containing personal information.
The inspectors will unshare themselves from any folders shared through an online platform, delete any electronic data and shred any hard copy information containing personal information.


11. When will this Agreement be reviewed and by whom?
	The Agreement will be reviewed annually or following substantial change by the British Council Accreditation Unit. If any change is made to this Agreement, providers will be notified through Newswire.


12. Who will be handling formal information requests, queries and complaints from data subjects?
	The British Council will take the lead in handling information requests, queries and complaints about the handling of personal data in relation to the Accreditation UK scheme and will liaise with the partner organisation to resolve any issues. The partner organisation undertakes to inform the British Council as soon as practical, no later than 3 working days from the day after receipt of such a request or complaint.
Contact: accreditation.unit@britishcouncil.org [The Accreditation Unit will notify the British Council Disclosure and records management team.]


13. International Transfers
	All inspectors and staff are UK based; we do not anticipate transfers outside the EEA.


14. When will information sharing start? 
	25 May 2018 in respect of information we already hold or the return of this form. 



This Agreement must be formally approved and signed by both parties before any information sharing takes place. Both parties must ensure that the Agreement and any associated documents are known and understood by all staff involved in the process.
Originating organisation
Name of organisation: British Council
Name: 
Position: Senior Responsible Owner
Contact Details: 
Signature:  Date:



Partner organisation
Name of organisation: 
Name: 
Position: 
Contact Details:

Signature: …………………………………… Date: …………… 
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