[bookmark: _GoBack]Suggested Privacy Policy - suggested template
[Organisation Name] respects your privacy and considers the security of your personal information extremely importantly, taking all reasonable measures to safeguard any data we collect from you.  The following information outlines what information we collect, for what purpose we process it and where and how long we store it for.
Information we collect and how we use it
We collect personal information from you when you [Insert when you collect personal data e.g. at registration for your services etc ]…..  
This may typically include [Add personal data you collect and store about individuals].  
We only use this information to [Insert the purposes you collect this information for]  
We will not share this information with other organisations [State here any 3rd party sharing e.g. with funders, partner organisations etc] or use this clause if you don’t routinely share data, customising as appropriate : [unless we gain prior consent, or as outlined below, or where we are required to do so for legal reasons.]
Now list specifics e.g. Training and events, and be explicit re data collected and legal basis for processing.

Third party data processors
Be explicit about any 3rd party providers you use to process your data e.g. for booking on training and sending out our eNews, most of whom will store your data on our behalf in the United States.  List these and state where you carry out checks e.g. [We carry out reasonable due diligence checks on these providers including checking they have signed up to the EU US Privacy Shield where data is stored outside of the EU, as well as checking their privacy policies and security statements.]

Retention
We will only retain your personal information for as long as necessary for the purposes we collect it and as outlined above.  Customise and expand where you have specific requirements e.g. 6 years for financial information etc

Security
Suggested text:  We use all reasonable technical, physical and organisational safeguards to maintain security of the personal data we hold about you, to protect against loss, theft or unauthorised access, use, modification or disclosure.  We also carry out due diligence checks on the security notices of any data processors that we use.  
But you need to ensure that you are doing the above!  

Your rights
Under GDPR, you have a number of data rights: the right to access; right to rectification; right to erasure; right to object; right to restrict processing and the right to data portability.

Contacting us
Please contact us with any questions you may have about our Privacy policy and processing of your personal data.  If you wish to access or update the personal information we hold about you or to correct any errors in our records, please contact [named person] by emailing xxx or phoning xxx.  

If you have any concerns - please visit https://ico.org.uk/concerns for information on how to report to the UK Information Commissioner’s Office.

We may periodically update this Privacy policy - any changes made will be posted here and the date of modification recorded.

[Add date]

