Data Protection Policy
This policy explains how and why we use personal information.

About us

We are Portobello Heritage Trust (PHT), a company registered in Scotland (Company No.
SC369226) with its registered office at 16 Bellfield Lane Edinburgh EH15 2BL. We are a
Scottish Charity registration number SC042138.

What information we collect

If you are a member or communicate with us this will result in us collecting personal data
about you (for example, we collect the name, address, email and telephone number of
members).

We also collect information provided if you fill in a membership form and pay the subscription,
complete a survey, make an enquiry etc. We do not collect sensitive personal data.

How we use your information
We only ever use your personal data with your consent, or to the extent necessary to:
e Contact you to notify you of any organisational changes, AGMs, events or meetings;
¢ comply with a legal duty;
e remember your preferences e.g. if you ask not to receive marketing material, we will
keep a record of this, or
o for our own lawful interests (provided your rights don’t override these).
We will only use your information for the purpose it was collected (or for similar/related
purposes)
We will never sell your personal data or share it with third parties who might use it for their
Own purposes.

Marketing

We use personal information (such as email addresses) only to assist in marketing and
promoting our events/meetings and workshops.

You can choose to ‘opt out’ of PHT’s communications by notifying us in writing or by email. If
you wish to change or update your contact details or contact preferences please let us know.

Information for email recipients

This policy primarily covers how we use data relating to our members, prospective members,
website visitors and people who interact with us. In these cases we will be the “data
controller” for the purposes of data protection law.

If you have received an email from a PHT member using our service, we will have acted as a
data processor in respect of your information. This means we have no control of your
personal information and the member is simply using our service to send emails.

In these situations you should contact the PHT trustees to determine details of the member
who sent the email and for details of how and why your personal information was used, or if
you wish to exercise your rights as an individual in relation to your personal data.

We will only hold information about our members for the duration of their membership with
us, after which all data will be removed. We may store logs of addresses we have sent
emails to or written to for up to 12 months after that point for the purposes of compliance and
system monitoring.

Complaints/spam



If you have a received an email or other communication sent by PHT or one of our members
that you believe is spam or in violation of our acceptable use policies, please contact us
immediately.

Security
We employ a variety of organisational measures to keep personal data safe and to prevent
unauthorised access to or use or disclosure of it.

Data Retention

We remove most information provided to us by members as soon as they notify us that they
no longer wish to remain members of PHT, emails will be retained for up to 12 months after
receipt for purposes of handling abuse complaints and compliance monitoring.

We will continue to store limited information about any member (including transaction
records) for up to 6 years for record keeping and administrative purposes. If we consider
there is a need to store records for longer (for example, if there has been a dispute or claim)
then we will retain the data for as long as is necessary.

Your rights

We want to ensure you remain in control of your personal data. Part of this is making sure
you understand your legal rights, which (for individuals) are as follows:

* the right to confirmation as to whether or not we have your personal data and, if we do, to
obtain a copy of it (this is known as a subject access request);

« the right to have inaccurate data rectified; and

* the right to object to your data being used for marketing or profiling.

Please keep in mind that there are exceptions to the rights above and, though we will always
try to respond to your satisfaction, there may be situations where we are unable to do so. If
you are not happy with our response, or you believe that your data protection or privacy
rights have been infringed, you should contact the UK Information Commissioner’s Office,
which oversees data protection compliance in the UK. Details of how to do this can be found
at www.ico.org.uk.

Links to other websites

Our website may contain links to other websites. We do not control those other sites and we
cannot be responsible for the content of those sites or for the protection of any information
you provide to other sites (which are not governed by this privacy policy). We accept no
responsibility or liability for such other websites. You should exercise caution when entering
personal information online and look at the privacy statement applicable to the website in
question.
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