DATA PROTECTION and PRIVACY NOTICE

Introduction

This Data Protection and Privacy Notice explains how we use your data, how you can control the way
in which we use that data and what actions you can take if you would like to change the way in which
your data is being used.

Who are we?
We are the Chard and District Museum, a registered charity no. 270186. For the purposes of this
Privacy Notice we simply refer to ourselves as “the Museum”.

‘What information do we collect about you?
We collect the personal data that you may volunteer as part of Membership or donations, give items to
the collection and complete visitor surveys.

Personal information we collect may include:

Your Name, Title,

Postal address, email address and phone number;

Family and spouse/partner details, relationships to other donors and/or Members;
Date of birth (where appropriate),

Standing order details

Gift aid declaration

When we ask you to provide your personal information we will let you know why we are asking, and
how we will use your data, by directing you towards this notice.

How we obtain your data from you
The information we hold about you will have been provided directly by you when you have taken part
in one or more of the activities outlined above.

What we do with your data
The core activities we carry out with your data enable us to:

send information to you about the Museum,

help manage and develop the museums history and heritage collections
administer donations,

administer membership scheme(s),

administer volunteering opportunities and programmes,

‘What information we collect
We collect the following classes of information:

e Name(s) and address, email, phone number(s) and other relevant contact details and
preferences

Information on visiting patterns to the Museum and its exhibitions where known

Records of donations

Records of volunteering

Records of objects and associated information given to the Museum

Photographs, recordings (audio and video) and associated information lent or given to the
Museum

e Information about our relationship with you, correspondence, meeting notes, attendance at
events etc.
e Age and family information where relevant to our needs

Our Website uses cookies — for more information check our Website Use Policy.

Protecting your data
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We keep your data secure in our database with appropriate security mechanisms in place.

In principle we do not share your data with anyone else or any other organisation unless it is
necessary for the purpose for which you have given us the data or described in this notice. Examples
are given below:

e  We will provide information to HMRC on Gift Aided donations since we have a legal
obligation to provide this information.

e Some information about items in the collection is made public in the museum and
elsewhere, including on the internet, as part of the interpretation of those items. If any of
this information contains personal data then we will ensure that we have consent to do
this.

‘Who we might share your information with

We do not disclose personal data to any third parties or external organisations, other than data
processors carrying out work on our behalf. Examples of such data processors would be bulk email
distributor services. Any such companies are acting as approved data processors for Chard and
District Museum, and we retain full responsibility for your personal data. Data processors will act only
on our instructions. In such case only the minimum information will be used for example name and
email address only.

We may occasionally need to transfer your personal information overseas, for instance to a bulk email
distributor like MailChimp. Where this is necessary, this may be to countries or territories around the
world.

This would only be to organisations that are fully compliant with General Data Protection Regulation
2018 (GDPR). We are required to ensure any transfers of data will be done securely, in accordance
with best practice, and in compliance with the General Data Protection Regulation 2018 (GDPR).

Your data will never be sold or passed to any third party for marketing or any other purpose.
Our responsibilities
The law requires us to tell you the legal basis upon which we process your data.

e Some activities (for example sending you newsletters which promote the museum’s goals and
interests) require your consent. If the law requires your consent to process data in a certain
way then we will obtain it before carrying out that activity.

e  Other activities are carried out to fulfil a contract or agreement. Examples include the deposit
of an item in the collection. If a contract is in place then we will process your data based on
that contract.

e In some circumstances the law requires us to disclose information to another party. An
example is the reclaim of tax on Gift Aid. If you Gift Aid a donation, then we are required to
tell HMRC the name and postcode of the donor and the date(s) and amount(s) of any such
donation.

e For the purpose of managing our collections, this is also the legal basis for carrying out that
processing.

e Thelaw allows us to process your data if it is in our legitimate interest to do so. We may only
do so if we can demonstrate a business need, and so long as your “interests or your
fundamental rights and freedoms are not overriding”. Practically speaking this means we
carry out an exercise to check that we will not cause you harm by processing your data, that
the processing is not overly intrusive and that we will only do so in a way which is described in
this privacy notice.

How long do we keep your data?

We will keep data for as long as is needed to complete the task for which it was collected.
Relationships between donors or volunteers and a museum are often long-term ones, and so we
expect to keep your data for as long as that relationship exists, or until we no longer need it.
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If a person ceases to be a Member or Friend of the museum their data will be deleted within one
month of the membership ending.

We keep data on those who give us items for the collection for so long as the item remains in the
collection.

Your rights
You have a variety of rights about the way we process your data. These are as follows:

e  Where our use of your data requires consent, you may withdraw this consent at any time.

e  Where we rely on our legitimate interest to process data, you may ask us to stop doing so.

¢ You may request a copy of the data we hold about you. So we can protect an individual’s data
from being obtained by another. To make a request for a copy of your data you will need to
provide adequate proof of identity such as a copy of your passport, driving licence or recent
utility bill before your request can be processed.

e You may change or stop the way in which we communicate with you or process data about
you, and if it is not required for the purpose you provided it, then we will do so. Activities like
processing Gift Aid donations, or given us may mean we cannot entirely stop processing your
data. We will always endeavour to comply with such a request, however.

e Ifyou are not satisfied with the way we have processed your data then you can complain to
The Chair, Chard Museum and/or the Office of the Information Commissioner.

Changes to our privacy notice

We regularly review our privacy notice, and may make changes time to time. Any changes made will
be posted to this page, and will apply from the time we post them. This privacy notice was last
changed on o1t May 2020.

Contacting us

If you have any questions about this Data Protection and Privacy Notice, about the way in which we
process your data, or if you wish to change the way we use your data, including how we communicate
with you, then please contact us:

The Chair, Chard and District Museum, Godworthy House, High Street, Chard, Somerset TA20 1QB
Tel.no. 01460-65091
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‘uncovering yesterday’s heritage, history and hidden stories’ 3

Registered Charity Number 270186



