PRIMECOACH PRIVACY POLICY

PrimeCoach Ltd

Version 3.0 | August 2026 | Replaces version 2.3, the Coach Privacy Notice and the Coachee Privacy Notice

IN SHORT

PrimeCoach Ltd is the controller of the personal data described in this policy. We deliver coaching to
organisations, for their employees, sometimes directly and sometimes through a partner organisation.
This one policy covers everyone whose data we hold, so there is a single version to keep current.

« Ifyou are a coachee, we hold the minimum needed to match you with a coach, schedule your
sessions and report on attendance. What you discuss in a session stays with your coach.

+ Ifyou are a coach, we hold your profile, credentials, assignments and payment records so we can
match you to work, pay you, and evidence your standards to clients and insurers.

+ Ifyouare aclient or a contact at a partner organisation, we hold contract and billing information to
run the relationship.

« If you visit our website or make an enquiry, we hold what you send us and basic analytics.

We will never sell your personal data. If you have a question about any of it, email our Data Protection
Officer Rosalie Millard-Evans at hello@primecoach.uk.

1. WHO IS RESPONSIBLE FOR YOUR DATA

1.1 PrimeCoach Ltd is registered in England and Wales under company number 14590530, at 39 Wellcroft
Gardens, Lymm, Cheshire WA13 OLU. Our ICO registration number is ZB583183.

1.2 This policy reflects our obligations under the UK General Data Protection Regulation and the Data
Protection Act 2018, and, where applicable, Regulation (EU) 2016/679.

1.3 PrimeCoach is the controller of the personal data we hold to deliver coaching and to run our business.

1.4 Coaching is delivered through the Know You More platform. Know You More processes personal data
on our documented instructions as our processor. The other providers we use are listed in section 7.

1.5 Your coach is an independent controller of the record they make of your coaching sessions. That
record is theirs, held under their professional code of ethics. We do not have access to it, and it is never
shared with your employer. Your coach will tell you how they use it, who they share it with and how long
they keep it, and any request about that record goes to them. Under their agreement with us, they delete
it within 60 days of the end of your coaching programme.

1.6 Where we deliver coaching through a partner organisation, that partner holds the relationship with the
client, and its data protection obligations to its client flow through to us. We comply with them as if they
applied to us directly, and we remain the controller of the personal data we process to deliver the
coaching. The partner tells its client who is delivering the services and what personal data is collected.

1.7 Where your employer arranges coaching for you, your employer is the controller of the employee data
it gives us, and we are the controller of the coaching delivery data described in section 2.
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2. IF YOU ARE A COACHEE

What we hold, and why
« Your name, work email, job title and organisation, to set you up and match you to a coach

+ Session dates, duration, how sessions were delivered and whether you attended, to schedule your
coaching and track credits

+ Recordings of sessions, where you have consented to them

+ 360 feedback responses and reports, where a 360 is part of your programme

+ Psychometric responses and reports, where you complete an assessment

+ Your wheel of life and profile setup, to establish your starting point and track progress
+ Your feedback and satisfaction scores, to review coaching quality and report on impact

Recordings and psychometrics rely on your consent, which you can withdraw at any time. Quality
assurance we hold under legitimate interests, and you can object at hello@primecoach.uk. Everything
else we hold because we need it to deliver your coaching, and because your organisation has asked us to.

What your employer sees

We report to your organisation on attendance, session numbers, credits used, and feedback anonymised
or aggregated. They never see your recordings or anything you discuss in a session. Your 360 and
psychometric reports are yours and your coach's, and are not shared with your employer unless you
agree.

Your coach's own record

As set out at 1.5, the notes your coach makes are held by your coach in their own right, not by us.

3.IFYOU ARE A COACH OR ASSOCIATE

What we hold, and why
+ Your contact details, to reach you about assignments

« The qualifications, accreditation and insurance certificate you upload to the platform, to confirm you
meet our standards and to evidence that to clients and our insurers

+ Your profile, biography and photograph, so coachees can be matched with you

+ Assignment and session records, to manage matching and report attendance to clients

+ Your bank details and invoices, to pay you and keep our accounts

+ Your tax status and, where required, right to work, because we have to

+ Your agreements and acceptances on the platform, to record what you agreed and when

+ Coachee feedback about your coaching, to quality-assure and support your development. Clients
only ever see this anonymised or aggregated

Most of this we hold because we need it to work with you. Payment and tax records we hold because the
law requires it. Feedback and quality assurance we hold under legitimate interests, and you can object at
hello@primecoach.uk.
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Your own record of sessions

You are an independent controller of the record you make of coaching sessions, as set out at 1.5 and in
your Coach Contract. Your own data protection obligations to your coachees are yours to meet.

Who sees your data

Your coachees see your profile. Clients see your credentials in summary, and feedback anonymised or
aggregated. Our accountant, HMRC, our insurers and our professional advisers see what they need to.
Everyone receiving it is bound by confidentiality.

4.1F YOU ARE A CLIENT OR BUSINESS CONTACT

4.1 We hold your name, role, employer, email, billing details, contracts and correspondence, to administer
the contract, invoice, and manage the account. The basis is performance of a contract, our legitimate
interests in running our business properly, and our legal obligations for financial records.

4.2 Where you are a contact at a partner organisation, we hold the same categories for the same purposes.

5.IF YOU VISIT OUR WEBSITE OR MAKE AN ENQUIRY

5.1 We process data about your use of our website, including IP address, approximate location, browser
type and version, operating system, referral source, length of visit, page views and navigation paths. The
source is Google Analytics. The basis is our legitimate interests in monitoring and improving the site.

5.2 Information you submit through enquiry forms, newsletter subscriptions and direct correspondence is
processed to respond to you, provide what you asked for, keep proper records, and, where you have
consented, send you marketing. You can opt out of marketing at any time using the unsubscribe link or by
emailing hello@primecoach.uk.

5.3 A cookie is a file containing an identifier sent by a web server to your browser and stored there, then
sent back each time your browser requests a page. Cookies may be persistent, lasting until an expiry date,
or session cookies, which expire when you close your session. We use cookies to record whether you have
accepted cookies, to remember details you submit through forms, and for analytics. Most browsers allow
you to refuse and delete cookies.

5.4 Please do not supply another person's personal data to us unless we prompt you to.

6. SPECIAL CATEGORY DATA

6.1 Coaching conversations may touch on health, mental wellbeing or other matters that are special
category data under Article 9 UK GDPR. PrimeCoach does not collect special category data as part of the
coaching record we hold, and the content of sessions sits with your coach as described at 1.5.

6.2 Where special category data does reach us, for example in an assessment you complete or a health-
related coaching specialism such as menopause or nutrition coaching, we process it on the basis of your
explicit consent under Article 9(2)(a), and we will obtain that consent before we start.

6.3 We do not use automated decision-making or profiling that produces legal or similarly significant
effects. Matching a coach to a coachee involves human review by our team.
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7. WHO WE SHARE DATAWITH

We use the following providers to deliver our services. Each is bound by a written agreement requiring an
appropriate level of data protection. Where personal data is transferred outside the UK or EEA, we rely on
the transfer mechanism shown.

Provider Location of Transfer
processing mechanism
Know You More Limited United Kingdom

incorporating DotCoach
CIC (SC638528)

Coaching delivery
platform, acting as
PrimeCoach's processor

Not applicable (UK)

SurveySparrow Inc.
(ThriveSparrow)

Dropbox International
Unlimited Company

Microsoft Ireland
Operations Ltd
(Microsoft 365 / Azure)

Xero Limited

Google LLC (Google
Analytics)

360 feedback, survey and

assessment platform

File storage and
document sharing

Email, productivity, file
storage and cloud
infrastructure

Financial transaction

records and accounting

Website analytics

United States and
European Union
(Frankfurt)

European Union and
United States

European Union and
United Kingdom, with
possible US support
access

United Kingdom and
Republic of Ireland

United States

UK Addendum to EU
SCCs

UK Addendum to EU
SCCs (where US
transfer)

EU Data Boundary;
UKIDTA /UK
Addendum to EU
SCCs

Not applicable (UK /
EEA adequacy)

UK Addendum to EU
SCCs

We may add or replace providers from time to time and will keep this list current. Where you receive an
ongoing service from us, we will tell you of any material change before it takes effect.

We also disclose personal data to our insurers and professional advisers where reasonably necessary for
insurance, risk management, professional advice and legal disputes, and where disclosure is necessary to
comply with a legal obligation or to protect someone's vital interests. We will not sell, loan or share your
personal data with other organisations for their marketing.

8. COACHING CONFIDENTIALITY

Our coaches maintain the ethics and standards of the International Coaching Federation, at
coachfederation.org/ethics, or their own registered professional body where it applies equivalent
standards. Coaches maintain confidentiality at all times, which means the details of coaching sessions are
not disclosed to any party, including the coachee's employer.

The coach and client relationship is not legally privileged, unlike the medical and legal professions.
Confidential information does not include information that:

« was inthe coach's possession before being provided by the client;

+ isgenerally known to the public or in the client's industry;

PrimeCoach Ltd | Data Protection Policy | Version 3.0 | Page 4 of 7



+ isobtained by the coach from a third party without breach of any obligation to the client;

« isindependently developed by the coach without use of or reference to the client's confidential

information;

+ the coachis required by statute, lawfully issued subpoena, or court order to disclose;

« isdisclosed to the coach and as a result the coach reasonably believes there to be an imminent or

likely risk of danger or harm to the client or others; or

« involvesillegal activity.

9. WORKING WORLDWIDE

We work with coaches and clients in a number of countries, so personal data may be accessed from
outside the UK. Where we transfer personal data outside the UK or, where applicable, the EEA, we put an

appropriate transfer mechanism under Article 46 in place. That is typically the UK International Data
Transfer Agreement, the UK Addendum to the EU Standard Contractual Clauses, or reliance on an
adequacy regulation. Section 7 lists the mechanism that applies to each provider.

10. HOW LONG WE KEEP IT

We do not keep personal data for longer than we need it for the purpose we hold it.

Coachee session records:
attendance, credits, scheduling

Recordings

Your coach's own record of your
sessions

360 and psychometric reports

Coach profile and assignment
records

Signed agreements and acceptances
Coachee feedback about a coach

Financial and transaction records

Client, enquiry, correspondence and
marketing data

2 years after the last session

Deleted within 60 days of the
end of the programme

Deleted by the coach within 60
days of the end of the
programme

Deleted within 60 days of the
end of the programme unless
you ask us to keep them

2 years from last contact, or on
request

6 years after the engagement
ends

3years

6 years from the end of the
financial year

2 years after our last contact,
or until you unsubscribe

To administer the programme
and answer queries

Held on your consent

Required by their agreement
with us

Held on your consent

To match you to work

Contractual and audit records

Quality assurance and coach
development

HMRC and Companies Act
obligations

To run the relationship
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Website usage data Aggregated indefinitely, Historical website
identifiers minimised performance

Where the law requires us to keep personal data for longer, or where it is needed to protect someone's
vital interests, we may extend these periods. Your coach deletes their own record of your sessions within
60 days of the end of your programme, as their agreement with us requires.

11. HOW WE PROTECTIT

We implement and maintain appropriate technical and organisational measures, including:

+ role-based access controls and unique user IDs;
« multi-factor authentication for administrative access to systems holding personal data;

+ encryption of personal data in transit using TLS 1.2 or later, and at rest where the underlying
platform supports it;

« written confidentiality undertakings and data protection training for all staff and associates;
+ regular back-ups, logging and monitoring;

+ supplier due diligence and written data protection agreements;

+ adocumented personal data breach procedure; and

+ periodic review and testing of these measures.

12. IF SOMETHING GOES WRONG

If a personal data breach occurs that is likely to result in a risk to your rights and freedoms, we will notify
the Information Commissioner's Office without undue delay and, where feasible, within 72 hours of
becoming aware of it. Where the breach is likely to result in a high risk to you, we will tell you directly
without undue delay. If you spot a breach, email hello@primecoach.uk straight away.

13. YOUR RIGHTS

You have the right of access, the right to have inaccurate data corrected, the right to erasure, the right to
restrict processing, the right to object to processing, the right to data portability, the right to withdraw
consent, and the right to complain to a supervisory authority.

To exercise any of these, email our Data Protection Officer Rosalie Millard-Evans at hello@primecoach.uk.
The first copy of your data is free, and we may charge a reasonable fee for additional copies. Some rights
are subject to the records we are required by law to keep.

If you complain to us about how we have handled your personal data, we will acknowledge it within 30
days and give you a substantive response as soon as we reasonably can. This reflects the Data (Use and
Access) Act 2025.
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If we cannot put it right, you can complain to the Information Commissioner's Office at
ico.org.uk/concerns or on 0303 123 1113. If you are based outside the UK you can complain to your own
data protection authority, where different rights may also apply to you.

14. OUR EU REPRESENTATIVE

Because we process the personal data of individuals based in the European Union, we have appointed a
representative under Article 27 EU GDPR:

+ Euverify Ltd (Ireland), company number 781168
« Unit 3D North Point House, North Point Business Park, New Mallow Road, Cork, T23 AT2P, Ireland
+ gdpr@euverify.com

EU supervisory authorities and EU-based individuals may address our representative instead of, or as well
as, us.

15. CHANGES AND CONTACT

We may update this policy by publishing a new version on our website. Where the changes are material we
will tell you by email where we reasonably can. If we change what we collect or why, we will tell you before
we start.

You can contact us by post at 39 Wellcroft Gardens, Lymm, Cheshire WA13 OLU, through the contact form
at primecoach.uk, by telephone on 0333 939 0155, or by email at hello@primecoach.uk. Our Data
Protection Officer is Rosalie Millard-Evans.
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