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Introduction

At Square Pegs Round Holes CIC, we are committed to protecting and
respecting your privacy.

This Policy explains when and why we collect personal information about people
who visit our website, how we use it, the conditions under which we may disclose
it to others and how we keep it secure.

This Privacy Policy is written in accordance with the UK General Data Protection
Regulation (UK GDPR) and the Data Protection Act 2018, and follows guidance
issued by the Information Commissioner’s Office (ICO).

If you have any comments or questions about this Privacy Policy or wish to report
any violation of this Privacy Policy, please email
info@squarepegsroundholes.org, complete the enquiry form at
www.squarepegsroundholes.org or telephone 07886258771 / 07830038707 .

Who are we?

Square Pegs Round Holes CIC is a UK based community interest company
limited by guarantee (no. 09926982).

For the purposes of UK data protection law, Square Pegs Round Holes CIC is
the data controller, meaning we decide how and why your personal data is
processed.

How do we collect information from you?

We obtain information about you when you use our website, for example when
you contact us about our services or submit an enquiry.

What type of information is collected from you?



The personal information we collect is your name, organisation, telephone
number and email address. The website may also collect your IP address and
information regarding what pages are visited and when.

In some circumstances, we may also process special category personal data
such as information relating to health, disability or safeguarding where this is
necessary for the delivery of our services or to meet our legal and safeguarding
obligations.

Other ways we might collect your personal data outside of the website
When you

e attend events or take part in projects facilitated by Square Pegs Round Holes
e engage with us on social media

e apply to work for Square Pegs Round Holes

e contact us by telephone and/or email

e contact us by any means with questions or information requests

e have given a third party permission to share your information

We will ensure that all information collected is processed in a lawful manner and
is only used for relevant and necessary purposes.

Lawful basis for processing

Under UK GDPR, we must have a lawful basis for processing your personal data.
Depending on the purpose, we rely on one or more of the following lawful bases

e consent— where you have clearly agreed for us to process your personal data
for a specific purpose

e contract— where processing is necessary to deliver services or activities you
have requested

legal obligation — where processing is required by law, including safeguarding

responsibilities

e legitimate interests — where processing is necessary for our organisational
purposes and does not override your rights

Where we process special category data, we rely on additional conditions under
Article 9 of UK GDPR, including safeguarding, substantial public interest, or
explicit consent where required.

How we use your information

To



e manage your enquiries

e provide our services

e maintain contact with you in the future

e carry out our obligations arising from any contractual arrangements

e seek your views or comments on the services we provide

¢ notify you of changes to our services

e send you communications which you have requested or that may be of
interest to you

Data retention

Whenever we collect or process your personal data, we will only keep it for as
long as is necessary for the purpose for which it was collected.

Retention periods are determined in line with UK GDPR principles, statutory
requirements, safeguarding guidance and organisational need.

At the end of the relevant retention period, your data will either be deleted
securely or anonymised.

Who has access to your information?
We will not sell or rent your information to third parties.

We may share your information with trusted third parties where required to
deliver our services, meet legal or safeguarding obligations, or where we use
external data processors such as IT and email providers.

All third parties are required to keep your information secure and to use it only for
the purposes agreed, in accordance with UK GDPR.

Your rights under UK GDPR
You have the right to:

e request access to your personal data

e request correction of inaccurate or incomplete data

e request erasure of your data in certain circumstances

e request restriction of processing

e oObject to processing

e request data portability

e lodge a complaint with the Information Commissioner’s Office (ICO)



Requests will normally be responded to within one calendar month and are free
of charge unless deemed manifestly unfounded or excessive.

Data security

We have appropriate technical and organisational measures in place to protect
personal data, including password protection and restricted access.

In the event of a personal data breach, we will follow UK GDPR requirements,
including reporting serious breaches to the Information Commissioner’s Office
within 72 hours and notifying affected individuals where required.

Use of website cookies and analytics

We use cookies to enhance your experience of our website. Cookies are small
text files placed on your computer that collect standard internet log information
and visitor behaviour information.

Non-essential cookies are used only with your consent, in line with current UK
cookie regulations and ICO guidance.

We use Google Analytics to gather information about website usage. Data may
be processed outside the UK, with appropriate safeguards in place.

Children and young people

We will do everything to ensure that the welfare of any children using our site is
protected. We take additional care when processing children’s personal data and
do not knowingly use children’s data for marketing purposes.

Policy review

We will review this Privacy Policy annually or sooner if there are changes to
relevant legislation or guidance.



