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Sunninghill Trust

Registered Charity Number: 240061

DATA PRIVACY POLICY

Purpose

The purpose of this policy is to describe who we are and what personal information we may
collect, store and use. We also describe how and why we do this, what your rights are in relation
to your personal information, how long we keep it, and how to contact us if you have any
questions or requests. We will always respect all your personal information that you share with us
and keep it safe. In doing so, we will ensure compliance to relevant legislation, most notably UK

General Data Protection Regulation (UK GDPR).

Who we are

In this privacy policy, “The Sunninghill Trust”, “Fuel Allotment”, “the Trust”, “the charity”, “we”

or “our” means:
Sunninghill Fuel Allotment Trust

Our postal address is: PO Box 4712, Ascot, Berkshire SL5 gAA. We are an unincorporated trust

and charity registered in England and Wales (no.240061).

The Sunninghill Trust was founded in 1817 after land was set aside and awarded under the
Windsor Forest Inclosure Act 1813 in order to allow the local poor to gather fuel and plant
allotments, while funds were distributed to buy warm winter clothes for children. Today we are
regulated by a Scheme of the Charity Commissioners sealed under a trust deed dated September

1980.

We provide financial support in the form of grants to individuals or families with connections to
the South Ascot and Sunninghill area who may be struggling financially, or those suffering
hardship from age and sickness. We are also to provide this support via grants to local
organisations. There is also a specific remit around supporting local recreational facilities in the

interest of improving social welfare, and supporting educational facilities.
We also manage and let the land entrusted to the charity.

We, The Sunninghill Trust, are the Data Controller for the purposes of data protection law.
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Who is covered by this policy?
We process personal information about:

o Enquirers, applicants and grantees

o Allotment holders

o Lessees

o Employees, trustees and volunteers

e Suppliers

e Supporters, donors, event prize winners

 Partners and representatives of other local organisations

When we collect personal information and lawful basis for doing so
You may give us your information when you:

o Apply for help and support directly to us (basis: consent);

o Apply and register as an allotment holder on our land (basis: contractual obligation);
o Enterinto alease with us for the letting of land (basis: contractual obligation);

o Apply to be an employee (basis: contractual obligation);

o Apply to be a trustee (basis: legal obligation);

o Apply to be a volunteer (basis: consent);

o Agree to supply a service to us (basis: contractual obligation);

o Engage with us as a local partner or supporter at a local event (basis: consent).

Your information may be received by us from a third party if you have been referred to us by a
supporting agency or sponsor with a view to a potential grant award. In this case, you will have

provided consent to the third party for sharing the information with us.

When using our website, we collect your personal information using “cookies” and other tracking
methods. There are more details on the cookies and tracking methods we use in our Cookie
policy.

Additionally, in accordance with common website practice, we will receive information about the
type of device you're using to access our website or apps. The settings on that device may
provide us with information about your device, including what type of device it is, what specific
device you have, what operating system you're using, what your device settings are and why a
processing error has occurred. Your device manufacturer or operating system provider will have

more details about what information your device makes available to us.
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The types of personal information we may collect

We only collect personal information to the extent that there is a clear legitimate reason for us to
do so. The information we collect, store and use will generally include your name, home address

and contact details (telephone number and email address).

If you are an enquirer, applicant or grantee, additional information we will collect in order to be

able to make a full assessment of need can include:

 Financial details including all forms of income, benefits and regular outgoing expenses;

e Gender and marital status;

o Bank details where you provide these for us to be able to make a grant payment;

« Lifestyle and social/family circumstances;

 Information that falls into “special categories” of more sensitive personal data that includes

physical health & medical conditions, and details of any specific disabilities.

If you are an employee or self-employed contractor, the additional information we collect and
store will include your bank details, date of birth, gender, and National Insurance number, as well
as all the information that was necessary to process your application and assess your suitability
for the role you applied for (which may include, for example, your CV, personal references, as
well as any unspent criminal convictions or pending court cases you may have). We may also

store next of kin and emergency contact numbers.

If you are a trustee, the additional information we collect and store will include date of birth,
marital status, gender, next of kin and emergency contact numbers, attendance information for
trust meetings, and copies of documents relating to identity (eg passport/driving licence).

Information may also be sought from official registers of disqualified persons.

If you are a supplier of services to us, the information we hold may be a work address rather than

a home address depending on your circumstances. We are also likely to hold your job title.
How we use your information

We will use your personal information to:

e Process applications of support you asked for

o Keep arecord of your relationship with us

e Send invoices relating to renting of allotments or lease lettings

e Respond to or fulfil any requests, complaints or queries you make to us
o Manage our events

o Further our charitable objectives

e Send you correspondence and communicate with you

e Processing bank payments

o Process an application for employment, volunteering or trustee role
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Sharing your information with other organisations

We keep all personal information confidential and will not pass your details to any other person
or organisation, except where we are required by law to do so or to comply with the Charity
Commission's requirements. If you are an employee, we may share your details with a third-party

payroll processor.
We will never sell or rent your information to third parties for marketing purposes.

We may disclose the amount and purpose of any grants made to individuals in our annual report
for accounting disclosure purposes, but this will be anonymised and aggregated without

revealing any personal information.

How we keep your information safe

We have appropriate security measures in place to prevent personal information from being
accidentally lost, used or accessed in an unauthorised way. We limit access to your personal
information to only those who have a genuine reason to know it ie the trustees or an employee.
Personal data is never emailed to or from an employee’s or trustee’s personal email account.
Only an authorised email account of the Trust is used to share any personal information and to
conduct the affairs of the charity. Data is securely filed electronically in the cloud within the
Trust's Microsoft 365 account to which only the trustees and employees have password-
protected access. Any personal data originally acquired in paper format will be destroyed after
being saved and securely stored in an electronic format. Pseudonymisation of names is used

wherever possible when discussing potential grantees.

How long we keep your information for

We may retain your personal data for as long as it is necessary to deliver our charitable services,
or to protect our legal interests - for example where required by relevant authorities or for a
reasonable legal limitation period after we have ceased providing grant funding. In some cases
we will retain your personal data as stated to you when your data is collected, but otherwise we
will retain the data for such period as we reasonably consider appropriate in connection with our

relationship with you and/or the organisation you represent.
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Your rights

Under UK data protection law, you have rights over personal information that we hold about

you. These rights include:

« Fair processing of information and transparency over how we use your personal information
(effectively through this privacy notice);

o Access to your personal information that we hold about you;

e Requiring us to correct any mistakes in your information that we hold;

e Requiring us to erase your personal information in certain situations eg where consent is
withdrawn or where the personal data is no longer necessary in relation to the purpose it was
originally collected for;

« Data portability ie you have the right to receive the personal information concerning you
which you have provided us, in a structured, commonly used and machine-readable format and
have the right to transmit that data to a third party in certain situations;

e The right to object to, or restrict, the processing of personal information unless there are

compelling legitimate grounds for continuing with the data processing.

If you want to exercise any of the above rights, please write to us at: The Sunninghill Trust, PO
Box 4712, Ascot, Berkshire SLg PAA, addressing the correspondence to the Chair of Trustees.

Alternatively, you can email us at: help@thesunninghilltrust.org

We may be required to ask for further information and/or evidence of identity. We will
endeavour to respond fully to all requests within one month of receipt of your request. However

if we are unable to do so we will contact you with reasons for the delay.

Please note that exceptions apply to a number of these rights, and not all rights will be applicable
in all circumstances. For more details we recommend you consult the guidance published by

the UK’s Information Commissioner’s Office .

Changes to our policy

If our privacy policy changes in any way, we will place an updated version on our web page.
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