PRIVACY POLICY
 
of 
 
THE INCORPORATION OF GARDENERS OF GLASGOW 

1 Introduction

The Incorporation of Gardeners of Glasgow (“we”, “us”, “our”) is committed to protecting and respecting your privacy. This policy explains how we collect, use, store and protect personal information in accordance with the UK General Data Protection Regulation (“UK GDPR”) and the Data Protection Act 2018.

This policy applies to trustees, members, supporters, grant recipients, visitors to our website and any other persons we have contact with.

2 What information we collect

We may collect and process personal information including:

• 	Name
• 	Postal address
• 	E-mail address
• 	Telephone number
• 	Membership status and history
• 	Payment records relating to membership dues and subscriptions or to grants
• 	Bank account details
• 	Communication preferences
• 	Correspondence you send to us
• 	Information relating to the personal circumstances of grant recipients 

We only collect special category (“sensitive”) personal data when strictly required for a specific purpose and with an appropriate lawful basis.

3 How we collect information

We collect information in a number of different ways including when you:

• 	Apply for membership
• 	Contact us by email, phone or post
• 	Register to attend events
• 	Make a donation or other payment to us
• 	Make a grant application to us or otherwise contact us in respect of a grant or potential grant
• 	Use our website

We may also receive information about you from the Trades House Social Worker, if you are a grant recipient who has contact with the Social Worker.
 
4 How we use personal information

We use personal information for a number of legitimate reasons in connection with our charitable activities, including to:

• 	Administer membership records
• 	Communicate with members and grant recipients
• 	Process membership payments and grant payments
• 	Organise events and activities
• 	Send newsletters and updates
• 	Maintain financial and administrative records
• 	Comply with legal obligations

5 Lawful bases for processing 

We rely on the following lawful bases when processing your data:

• 	Contract – to administer membership and grant arrangements
· Legitimate interests – to manage and promote the charity’s activities
· Legal obligation – where required by law
• 	Consent – if specific consent is given
 
6 Sharing personal information

We do not sell personal information.

We may share information with trusted service providers where strictly necessary in connection with operating the activities of the charity, such as:

• 	Email and website providers
• 	Payment processers 
• 	Accountants or professional advisers
• 	Trades House Social Worker
 
7 Data storage and security

We take reasonable technical and organisational measures to protect personal information against unauthorised access, loss, misuse or disclosure.



 
8 Data retention

We keep personal information only for as long as necessary for the purposes for which it was collected, including legal, accounting and reporting requirements.

9 Your rights

Under UK data protection law, individuals have rights including:

• 	The right to access personal information
• 	The right to correct inaccurate information
• 	The right to request deletion of information
• 	The right to restrict or object to processing
• 	The right to data portability (where applicable)
• 	The right to withdraw consent

You also have the right to complain to the UK Information Commissioner’s Office.

10 Cookies and website use

If our website uses cookies, we may collect limited technical information such as IP address, browser type and pages visited.
 
11 Changes to this policy

We may update this policy from time to time. The latest version will always be available on our website.
 
12 Contact us 

Should you need to contact us in relation to your personal data or otherwise in connection with this policy, our contact details are:

clerk@gardenersofglasgow.org

The Clerk
Incorporation of Gardeners of Glasgow
Hamilton House
70 Hamilton Drive
Glasgow
G12 8DR
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