L] ) v
[N1Se o o N
Trondheim international school BUI|dII”Ig Global Citizens .

Established 2004

Privacy Declaration - Students, Parents and Employees

Trondheim International School (Organisation nr. 886847262), by Head of School, is responsible for the
storage and processing of Personal Information in the organisation (hereinafter ThiS).

This privacy declaration describes how ThiS, as the Data Controller, handles personal information for
employees, students and parents.

If you have questions about privacy at the school, you can contact office@this.no / tel. 73514800.

Definitions

A person is an identifiable physical person, such as a student, parent/guardian or an
employee.

Personal Information is information that is directly or indirectly related to a Person.

The Data Controller is the person who defines the purpose for the processing of the Personal
Information and who processes and stores the Personal Information.

A Data Processor processes Personal Information on behalf of the Data Controller. The
processing is regulated by a Data Processor Agreement between the Data Controller and the
Data Processor.

Student and Parent/Guardian Employee
Personal information that is processed and stored is:

e General Personal Information such as e General Personal Information such as
name, age, etc. name, age, etc.

e (Contact details such as address, e-mail e (Contact details such as address, e-mail,
telephone number, etc. telephone number, etc.

e Special categories Personal information e Special categories Personal information
(sensitive information) such as health (sensitive information) such as health
information etc. information, union membership, etc.

e Assessments of students, such as e Assessments when recruiting, after
mid-term assessments, diplomas, any employee interviews, etc.
need for adapted education, etc. e Personnel information such as

e Information about absence, remarks, employment contract, CV, certificates,
warnings, etc. holiday overview, warnings, etc.

e Information related to special educational e Information related to the content of
support and teaching, including inquiries and other communication, such
investigations, individual decisions and as e-malil, letter, SMS, etc.
individual training plans. e Other information that is necessary for the

School to be able to fulfil its statutory
obligations, such as social security
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Information related to the content of
inquiries and other communication, such
as e-mail, letter, SMS, etc.

Other information that is necessary for
ThiS to be able to fulfil its statutory
obligations, such as social security
numbers, leave, etc.

Photos, video and audio recordings. Given
that you have agreed to this.

number, salary information, payment
information, sick leave, leave, working
hours registered in the time registration
system, etc.

Profile pictures of staff on the school
website, provided the consents have been
given by individuals.

Necessary information is obtained for board members in order to be
able to perform the board duties, payment of fees and registration in
the unit register.

Processing activities are:

Handle applications for school places and
places on the after-school program (SFO).
Distribute information, news and invitations
about, for example, the school's ongoing
activities, events , gatherings, markets,
etc.

Manage consents.

Exercise individual rights such as access,
correction of information, etc.

Notify of changes in ThIS services or
contract terms, such as payment rates or
opening hours.

Answer inquiries and inquiries related to
the School's services, terms or processing
of Personal Information.

Handle any disciplinary cases or the like.
Process any complaints.

Collaborate with relevant municipal
services.

Other activities that are necessary for the
students to have their right to education
safeguarded within a safe and good
framework.

Recruitment and employment.

Manage the employee relationship in
accordance with the employment contract
and regulations.

Pay salaries and holiday pay.

Report salary, employer's contribution and
tax.

Handle sick leave and leave.

Manage holiday settlement.

Process travel expenses and expenses.
Ongoing communication related to the
employment relationship.

Handle any complaints, warnings and any
disciplinary decisions.

Exercise individual rights such as access,
correction of information, etc.

All Processing activities have a legal basis for processing, these are:

Specific requirements in the Education
Act, the Independent Schools Act, the
Foundations Act, the Public Access to
Information Act, the Public Administration

To comply with and manage your
employment contract.

To comply with duties, requirements and
rights in the Working Environment Act, the
Independent Schools Act, the Public
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Act and other relevant laws with
regulations.

e To comply with the agreement on a place
at the School or SFO.

Explicit consent.

Compliance with other legal obligations
ThIS is subject to, such as storage due to
statutory rules for accounting matters.

e o safeguard ThiS legitimate interests
(provided that the interests of Persons are
safeguarded), for example in connection
with defending a legal claim, to prevent
loss or damage or to prevent actions that
may compromise Persons' Personal
Information.

Access to Information Act, the Public
Administration Act, the Tax Act, the
Accounting Act and other relevant laws
with regulations.

Explicit consent.

e o safeguard ThiS legitimate interests
(provided that your interests are
safeguarded), for example in connection
with securing buildings, safeguarding
security in the event of an accident or
crisis, defending a legal claim, preventing
loss or damage or preventing actions that
may compromise Persons' Personal
Information.

Individuals may at any time:

e \Withdraw consent for processing activities
based on consent.
Access your Personal Information.
Correct their Personal Information.
Request the deletion of their Personal

Information.

e Ask for restriction of, or protest against
processing.

e Request the transfer of their Personal
Information.

e Terminate agreements in accordance with
the agreement's provisions on termination.

e Withdraw consent to use profile pictures or
publish contact information.
Access your Personal Information.
Correct your Personal Information.

e Request the deletion of your Personal
Information.

e Ask for restriction of, or protest against
treatment.

e Request the transfer of your Personal
Information.

Storage time

ThiS stores Personal Information for as long as is
necessary to fulfil the Processing Purpose.
Basically, information is deleted when a consent is
withdrawn, a student has graduated from ThlIS or
an agreement is terminated. Statutory rules and
other legal obligations may make it necessary to
store Personal Information for a longer period of
time.

ThIS retains Personal Information for as long as it
is necessary to fulfil the Processing Purpose. In
principle, the storage times below apply, but
continued storage can take place when necessary
to safeguard This' legitimate interests, such as
enforcing or defending legal claims.

. Information related to recruitment is deleted 6 months after
the end of the probationary period.
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As a puinCIy approved SChOO|, we are obliged 10 e Information related to employment such as CV,
. . . applications, certificates, diplomas, agreements,
keep information about students that it may later appiee’ o5 eI 9 .

i i instructions, contact information, social security number,
be necessary to have access to. This applies to history of pay and sickness absence, and other ordinary
information that a Person has been a student at information related to the personnel file is deleted 6

. months after resignation.
the school, absence, mid-term assessments and 9
final assessments, grades and matters concerning e Personal information related to accounting, such as time
rights and obligations 1o the content and sheets, overtime registration, travel invoices, expenses,

. . . etc. deleted 10 years after the end of a given financial year.
organisation of the education. Y 9 y

e  Disciplinary decisions, suspensions, warnings and
Continued storage may also take pIaCe when disciplinary sanctions are deleted after 5 years unless

. -, . special new circumstances (e.g. new warnings or other
necessary to safeguard ThiS 'legitimate interests, P g 9

‘ . . non-compliance) suggest that it must be preserved longer.
such as enforcing or defending legal claims.

e Possible logs (access control logs, access logs on
computer systems, other IT technical logs) are stored for
up to 1 year.

e Images with consent to use are deleted upon resignation.

e  Your email account and personal areas on the School's IT
systems will be deleted within 6 months of resignation. The
school nevertheless has the right to keep or copy emails
that contain student information or information relevant to
the school's operations or routines.

Information Security

Protection of Personal Information is of great importance to ThIS. We work continuously to safeguard
security and protect Personal Information from unintentional alteration, deletion or disclosure to
unauthorised parties, externally and internally. Our security routines include access and access control,
data protection, IT systems and infrastructure, internal and external networks as well as school building
and technical facilities.

Transfer of Personal Information

No external third party may use Personal Information for its own purposes. ThIS may disclose Personal
Information to Data Processors who perform services for the School. The data processors will only use
the Personal Information for the purpose for which they were collected and to perform the services for
ThIS. The relationship with such third party suppliers is regulated in Data Processor Agreements.
Disclosure of Personal Information to public bodies occurs only in accordance with law and current
regulations.

The school uses the following data processors, and has signed data processor agreements with them.

Data Processors Used for Information about

Visma Unique As School administration and student Students and parents/guardians
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(Visma Flyt Skole, Sikker

administration

library

Sak)
Azets Accounting, payroll, invoicing Students, parents/guardians and
(regnskapskontor) employees
Simployer/Capitech Personnel administration / HR / time Employees
registration, HSE system, Deviation
handling
ManageBac Organization of teaching, grade, Students, parents/guardians and
assessment, contact between student / | employees
home and school
Toddle Organization of teaching, assessment, Students, parents/guardians and
contact between student / home and employees
school
Edupage Organization of teaching, timetables Employees
Bibliofil Lending of books from ThIS school Students and employees

Google Workspace

Document processing and document
storage

Students, parents/guardians and
employees

Education Perfect

Learning platform

Students and teachers

Salaby Learning platform in Norwegian Students and teachers
Digileer.no - Udir Mathematics learning Students and teachers
Styreplan Board administration Board members, Board
representatives and others that
participate in Board meetings.
Right of appeal

If you believe that ThIS 'processing of Personal Information is in breach of the privacy regulations, you
have the right to submit a complaint to ThiS directly, the Norwegian Data Protection Authority or another

relevant supervisory authority.

Modification of this privacy statement
ThIS reserves the right to change the privacy declaration at any time. The latest and current version of the
privacy statement is available at any time on our website (www.this.no) or on request.

Updated 06.11.2023
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Personvernerklaering - Ekstern

Trondheim International School (org.nr. 886 847 262), ved daglig leder, er ansvarlig for lagring og
behandling av Personopplysninger i virksomheten (heretter Skolen).

Skolen er Behandlingsansvarlig for
Skolens elever og foresatte.
Ansatte og konsulenter.
Kontaktpersoner hos leveranderer, kunder, leietakere og andre eksterne parter.

Har dere sparsmal om personvern pa skolen kan dere kontakte office@this.no /tif. 73514800.

Definisjoner
- Person er en identifiserbar fysisk person, for eksempel en elev, ansatt eller kontaktperson.
Personopplysninger er opplysninger som direkte eller indirekte er knyttet til en Person.
Behandlingsansvarlig er den som definerer formalet for behandlingen av Personopplysningene
0g som behandler og lagrer Personopplysningene.
En Databehandler behandler Personopplysninger pa vegne av Behandlingsansvarlig.
Behandlingen er regulert av en Databehandleravtale mellom Behandlingsansvarlig og
Databehandleren.

Personopplysnlnger som behandles og lagres er:
Alminnelige Personopplysninger som navn, alder, ol.
Kontaktdetaljer som adresse, e-post, telefonnummer, ol.
Seerlige kategorier Personopplysninger som helseopplysninger ol.
Vurderinger av elever, slik som underveisvurderinger og vitnemal.
Ansattopplysninger knyttet til personalmappe, lonn, skatterapportering, ol.
Opplysninger relatert til innholdet i henvendelser og annen kommunikasjon, slik som e-post,
brev, SMS, ol.
Andre opplysninger som er nadvendige for at Skolen skal kunne oppfylle sine lovpalagte
plikter.

Eksempler pa Behandlingsaktiviteter er:
Handtere seknader om skoleplass og plass pa skolefritidsordningen (SFO).
Formidle informasjon, nyheter og invitasjoner om for eksempel skolens lgpende aktiviteter,
manedsfester, samlinger, markeder, ol.
Administrere samtykker.
Uteve individuelle rettigheter som innsyn, korrigering av opplysninger, ol.
Varsle om endringer i Skolens tjenester eller avtalevilkar, som for eksempel betalingssatser
eller pningstider.
Besvare henvendelser og foresparsler relatert til Skolens tjenester, vilkar eller behandling av
Personopplysninger.
Behandle eventuelle disiplinaersaker eller liknende.
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Behandle eventuelle klager.
Andre aktiviteter som er n@dvendige for at elevene skal fa ivaretatt sin rett til oppleering
innenfor trygge og gode rammer.

Alle Behandlingsaktiviteter har et lovlig Behandlingsgrunnlag, for eksempel:
Spesifikke krav i Oppleeringsloven, Privatskoleloven, Stiftelsesloven, Offentlighetsloven,
Forvaltningsloven og andre relevante lover med forskrifter.
A overholde avtalen om plass pa Skolen eller SFO.
Eksplisitt samtykke.
A overholde andre rettslige forpliktelser Skolen er underlagt, for eksempel lagring pa grunn av
lovbestemte regler for regnskapsmessige forhold.
A ivareta Skolens berettigede interesser (forutsatt at Personers interesser ivaretas), for
eksempel i forbindelse med a forsvare et rettskrav, a forhindre tap eller skader eller & forhindre
handlinger som kan kompromittere Personers Personopplysninger.

Informasjonssikkerhet

Beskyttelse av Personopplysninger er av stor betydning for Skolen. Vi jobber kontinuerlig med & ivareta
sikkerheten og beskytte Personopplysninger mot utilsiktet endring, sletting eller utlevering til uautoriserte
parter, eksternt og internt. Vare sikkerhetsrutiner omfatter adgangs og tilgangskontroll, beskyttelse av
data, [T-systemer og infrastruktur, interne og eksterne nettverk samt kontorbygg og tekniske anlegg.

Lagringstid

Skolen oppbevarer Personopplysninger sa lenge det er nadvendig for & oppfylle Behandlingsformalet. |
utgangspunktet slettes opplysninger nar et samtykke trekkes, en elev er ferdig pa Skolen eller en avtale
sies opp. Lovbestemte regler og andre rettslige forpliktelser kan gjere det nedvendig a lagre
Personopplysninger i lengre tid.

Som offentlig godkjent skole er vi forpliktet til & oppbevare opplysninger om elever som det senere kan
vaere neadvendig & ha tilgang til. Dette gjelder opplysninger om at en Person har veert elev ved skolen,
fraveer, underveisvurderinger og sluttvurderinger, karakterer og saker om rettigheter og plikter til innhold
0g organisering av opplaeringen.

Fortsatt lagring kan ogsa skje nar det er nadvendig for & ivareta Skolens berettigede interesser, som for
eksempel & gjore gjeldende eller forsvare rettskrav.

Enkeltpersoner kan til enhver tid:
- Trekke tilbake samtykket til behandlingsaktiviteter som er basert pa samtykke.
Fa innsyn i sine Personopplysninger.
Endre sine Personopplysninger.
Be om sletting av sine Personopplysninger.
Be om begrensning av, eller protestere mot behandling.
Be om overfering av sine Personopplysninger.
Avslutte avtaler i henhold til avtalens bestemmelser om oppsigelse.
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Overforing av personopplysninger
Ingen ekstern tredjepart kan bruke Personopplysninger til eget formal. Skolen kan utlevere
Personopplysninger til Databehandlere som utferer tjenester for Skolen. Databehandlerne vil kun bruke
Personopplysningene til det formélet de ble samlet inn for og for & utfere tienestene for Skolen. Forholdet
til slike tredjepartsleveranderer er regulert i Databehandleravtaler. Utlevering av Personopplysninger til
offentlige organer forekommer kun i henhold til lov og gjeldende regelverk.

Skolen bruker falgende Databehandlere
e Azets (Regnskapsfarer, fakturering)
e Google (eposter)

Bruk av informasjonskapsler

Skolen bruker informasjonskapsler (cookies) og lignende teknologi pa vare nettsider. Nar du besoker
this.no kan det lagres informasjonskapsler p& datamaskinen eller pa mobiltelefonen.
Informasjonskapslene hjelper oss til & finne ut hvilke deler av nettsidene vare som er de mest populeere,
hvilke sider som besgkes og hvor lenge de besekes. Opplysningene brukes til analyser og utvikling slik at
vi kan gjere nettsidene vare bedre.

Klagerett

Dersom du mener at Skolens behandling av Personopplysninger er i strid med relevante
personvernbestemmelser har du rett til & sende inn en klage til Skolen direkte, Datatilsynet eller annen
relevant tilsynsmyndighet.

Endring av denne personvernerklzaeringen
Skolen forbeholder seg retten til & endre personvernerklaeringen til enhver tid. Den nyeste og gjeldende
versjonen av personvernerklaeringen er til enhver tid tilgiengelig pa& Skolens nettside eller pa foresparsel.

Updated 26.10.2023
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