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=GREEN HOUSE

Why?

The Green House is committed to protecting and respecting the personal data that we
hold. This Data Protection & GDPR Policy describes why and how we collect and use
personal data, and provides information about individuals' rights.

Personal data is any information relating to an identified or identifiable living person.
The Green House processes personal data for several purposes. How we collect
information, how we process, disclose and retain this data is set out below

Security

The Green House takes the security of all the data held by it seriously. Relevant
personnel are made aware of their responsibilities for data protection, confidentiality
and security prior to handling data.

The Green House will regularly review the appropriateness of the measures in place to
keep the data it holds secure.

All information an individual or organisation provides to The Green House is stored
securely either in a secure physical location if held in hard copy form, or in password
protected locations if held electronically.

Unfortunately, the transmission of information via the internet is not completely secure
and we cannot guarantee the security of data transmitted to us via our website; any
transmission is therefore at the sender’s own risk.

What data do we hold?

We hold names and contacts details of our volunteers, supporters, suppliers,
management team members and Directors in order to:

e Provide services to supporters, e.g. emailing newsletters about our work, or
advertising particular events;

e Communicate with volunteers about shifts or other volunteering activities;

e Record details of people who have taken partin The Green House activities; and

e Undertake administration and management tasks in connection with the
ongoing business and general activity of the company (e.g. banking,
purchasing, legal, IT activity etc.)

The Green House also keeps financial records of any supporters who have given a
donation and do not wish to remain anonymous.



How long do we hold data for?

Personal data will be retained by The Green House for as long as is considered
necessary for the purpose(s) for which it was collected.

Individual’s Rights

Individuals have certain rights over their personal data and The Green House is
responsible for fulfilling those rights as follows:

e Individuals may request access to their personal data held by The Green House
as a data controller;

e Individuals may request The Green House to rectify personal data;

e Individuals may request that The Green House erases their personal data;

e Where The Green House processes personal data based on consent, individuals
may withdraw their consent at any time by contacting The Green House or
clicking on the unsubscribe link in an email received from The Green House;

e Individuals may have other rights to restrict or object to The Green House
processing of personal data and the right to data portability;

e Individuals may request information about, or human intervention into, any
automated data processing that The Green House may undertake.

If an individual wishes to exercise any of these rights, they can send an email to
info@thegreenhousestalbans.org

Complaints

Should an individual wish to complain about the use of personal data by The Green
House, they should send an email with the details of the complaint to
info@thegreenhousestalbans.org.  We will look into and respond to any complaint
received within 7 days.

An individual also has the right to lodge a complaint with the UK data protection
regulator, the Information Commissioner's Office (ICO). For further information on
those rights and how to complain to the ICO, see the ICO website
https://ico.org.uk/concerns
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