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Data protection opt-out and inquiries procedure

The International Baccalaureate Organization applies the following procedure when dealing with problems and inquiries regarding the data that the organization holds about individuals or entities, hereinafter called data subjects. 

1. Data subjects have the right to access the data the IB holds about them. 
In order to find out what personal data the IB holds about them, data subjects should write to the legal department at International Baccalaureate, Route des Morillons 15, Grand-Saconnex, Geneva, CH-1218, Switzerland. There will be an administrative charge for this service.
2. Data subjects have the right to opt out of data processing or disclosure, or request the correction or deletion of data the IB holds about them. 

In case of either a request for correction or deletion of data, if the IB agrees that the data is incorrect it will delete or correct the data. If, however, the IB establishes that neither correction nor deletion is needed, it will nevertheless record, in the relevant file, the fact that the data subject considers the data incorrect.

3. IB will only process attributable requests. 

Data subjects should only submit written requests to the IB.  They must provide the organization with sufficient information to allow the IB to identify the individual or the entity making the request and decide whether it holds personal data about them. The IB does not respond to anonymous requests.

The written request should contain:

3.1 sufficient identification of the data subject, with name and address 

3.2 a brief description of the personal data and/or of the facts which need correction

3.2 data subject’s signature

3.4 date and place of the request

IB will acknowledge receipt of the inquiry in writing and will send the data subject a written response within 30 working days. 

4. Data subjects have right of recourse.
If the data subject is not satisfied with the response, he/she should then contact the IB Deputy Director General, in writing, at the same address as given under point 1. 

5. IB treats data requests in compliance with local laws.
It is the IB’s responsibility to comply with the laws of the countries in which it operates. The IB will therefore refuse to disclose, correct or delete requested data, if such action would mean violation of local laws or would jeopardize the rights of others. The IB may disclose data if the recipient gives sufficient guaranties that it will treat the information in accordance with applicable laws.
6. Confidentiality 
IB will treat every request as confidential, and will require the same behaviour of the data subjects in order to not jeopardize the investigation.
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