
[bookmark: _njh6ix3kugw5]Privacy Policy
[bookmark: _w7a90a1041sl]How we respect privacy when we deal with personal information collected by our organisation

This Privacy Policy applies to information we ‘The St Jerome’s Centre’ or 'St Jerome's Centre' collect about individuals who interact with our organisation. It explains what personal information we collect and how we use it. 
The St Jerome's Centre with its registered office at [421 Lasgair, Lochboisdale, South Uist, Western Isles, HS8 5TW] and with charity number [SC044241], collects and uses certain information about you as an individual (“Personal Data”). The St Jerome's Centre is responsible for ensuring that it uses that Personal Data in compliance with data protection laws, including the General Data Protection Regulation (EU) 2016/679 as it applies in the UK ("UK GDPR") and the Data Protection Act 2018.
If you have any comments or questions about this notice, feel free to contact us at stjeromeschildrenshome@hotmail.co.uk.
[bookmark: _w1rso2dihdtj]1. Personal data that we process
The following table explains the types of data we collect and the legal basis, under current data protection legislation, on which this data is processed. 
	Purpose
	Data (key elements)
	Basis

	Enquiring about our organisation and its work
	Name, email, message
	Legitimate interests - it is necessary for us to read and store your message so that we can respond in the way that you would expect.

	Subscribing to email updates about our work
	Name, email
	Consent - you have given your active consent. 

	Making a donation/ regular sponsorship payment
	Name, email, address, payment information
	Legitimate interests - this information is necessary for us to fulfil your intention of donating money and your expectation of receiving a confirmation message / further correspondence.

	Website functionality
	Website activity collected through cookies
	Legitimate interests
- it is necessary for us to store a small amount of information, usually through cookies, to deliver functionality that you would expect, such as remembering the contents of your order before you have fully completed the process. 




[bookmark: _gibrdidp7ehx]2. How we use your data
We will only use your data in a manner that is appropriate considering the basis on which that data was collected, as set out in the table in section 1 above. 
For example, we may use your personal information to:
· reply to enquiries you send to us;
· handle donations or other transactions that you initiate; and
· where you have specifically agreed to this, send you marketing communications by email relating to our work which we think may be of interest to you.
[bookmark: _6hbn2td16z14]3. When we share your data
We will only pass your data to third parties in the following circumstances:
· you have provided your explicit consent for us to pass data to a named third party; 
· we are using a third party purely for the purposes of processing data on our behalf and we have in place a data processing agreement with that third party that fulfils our legal obligations in relation to the use of third party data processors; or
· we are required by law to share your data.
In addition, we will only pass data to third parties outside of the UK where appropriate safeguards are in place as defined by Article 46 of the UK GDPR or the transfer is otherwise permitted under Chapter 5 of the UK GDPR. 
[bookmark: _xkmb8fr79mdi]4. How we safeguard your information
We have extensive controls in place to maintain the security of our information and information systems. Client files are protected with safeguards according to the sensitivity of the relevant information. Appropriate controls (such as restricted access) are placed on our computer systems. Physical and online access to areas where Personal Data is gathered, processed or stored is limited to authorised employees. 
As a condition of employment, The St Jerome’s Centre employees are required to follow all applicable laws and regulations, including data protection laws. Access to sensitive Personal Data is limited to those employees who need to it to perform their roles. Unauthorised use or disclosure of Personal Data or other confidential information by a St Jerome's Centre employee is prohibited and may result in disciplinary measures.
When you contact a St Jerome's Centre employee about your relationship with us, you may be asked for some Personal Data. This type of safeguard is designed to ensure that only you, or someone authorised by you, has access to your file.
5. How long we keep your data
We take the principles of data minimisation and removal seriously and have internal policies in place to ensure that we only ever ask for the minimum amount of data for the associated purpose.  How long we will hold your Personal Data for will vary and will be determined by the following cumulative criteria:
· the purpose for which we are using it – The St Jerome's Centre will need to keep your Personal Data for as long as is necessary for that purpose; and
· legal obligations – laws or regulation may set a minimum period for which The St Jerome's Centre has to keep your Personal Data. 
[bookmark: _gzxpinusjhkb]6. Rights you have over your data
You have a range of rights over your data, which include the following:
· Where data processing is based on consent, you may revoke this consent at any time and we will make it as easy as possible for you to do this (for example by putting ‘unsubscribe’ links at the bottom of all our marketing emails). Please note, however, that we may still be entitled to process your Personal Data if we have another legitimate reason for doing so. For example, we may need to retain Personal Data to comply with a legal obligation.
· You have the right to ask for rectification if the Personal Data is inaccurate or incomplete.
· You have the right to ask for the deletion of your information in certain circumstances.  Please note that there may be circumstances where you ask us to erase your Personal Data, but we are legally entitled to retain it.
· You have the right to obtain information regarding the processing of your Personal Data and access to the Personal Data which we hold about you.
· You have the right to, in some circumstances, receive some Personal Data in a structured, commonly used and machine-readable format. 
· You have the right to object to, or request that we restrict, our processing of your Personal Data in certain circumstances. Again, there may be circumstances where you object to, or ask us to restrict, our processing of your Personal Data but we are legally entitled to refuse that request. 
· You have the right to lodge a complaint with the Information Commissioner if you feel your rights have been infringed. 
A full summary of your legal rights over your data can be found on the Information Commissioner’s website here: https://ico.org.uk/
If you would like to access the rights listed above, or any other legal rights you have over your data under current legislation, please get in touch with us using the details listed in section 9 below. 
Please note that relying on some of these rights, such as the right to deleting your data, will make it impossible for us to continue to deliver some services to you. However, where possible we will always try to allow the maximum access to your rights while continuing to deliver as many services to you as possible. 
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A cookie is a small file of letters and numbers that is downloaded on to your computer when you visit a website. Cookies are used by many websites and can do a number of things, e.g. remembering your preferences, recording what you have put in your shopping basket, and counting the number of people looking at a website.
Where cookies are used to collect personal data, we list these purposes in section 1 above, along with other personal data that we collect. 
You may also be served with cookies when viewing St Jerome’s Centre content on YouTube or when using other Google services.
Google's privacy policy is available athttp://www.google.com/privacypolicy.html.
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We may modify this Privacy Policy from time to time and will publish the most current version on our website. If a modification meaningfully reduces your rights, we'll notify people whose personal data we hold and is affected.
[bookmark: _Ref486528707]9. Questions and concerns 
For further information regarding the processing of your Personal Data by The St Jerome's Centre, this Privacy Notice, questions relating to consent, or in order to exercise the rights mentioned above, please contact our representative using the following contact details:
	Address: [421 Lasgair, Lochboisdale, South Uist, Western Isles, HS8 5TW]
	Email Address: [stjeromeschildrenshome@hotmail.co.uk]
We are usually able to resolve privacy questions or concerns promptly and effectively. If you are not satisfied with the response you receive from our representative, you may escalate concerns to Information Commissioner through this link: https://ico.org.uk/make-a-complaint/. 
