The Friends of The Harrow Museum and Heritage Centre - Members Privacy Notice
We are a small local charity run by volunteers. This privacy notice tells you what to expect us to do with your personal information.
[bookmark: contact]Contact details:
Post – c/o 77 Love Lane, Pinner, Middx, HA5 3EY, GB 
Telephone - 020 8866 4166 (24 hour answering machine) 
Email - secretary.fhmm@gmail.com 
[bookmark: collect]What information we collect, use, and why
We collect or use the following information to provide services and goods, including delivery and third-party referrals:
· Names and contact details
· Addresses
We collect or use the following information to receive subscriptions and donations, collect Gift Aid and organise fundraising activities:
· Names and contact details
· Addresses
· Payment or banking details
· Taxpayer status (for Gift Aid purposes)
We collect or use the following personal information for service updates:
· Names and contact details
We collect or use the following personal information for dealing with queries, complaints or claims:
· Names and contact details
· Addresses
· Correspondence
[bookmark: lawful]Lawful bases and data protection rights
Under UK data protection law, we must have a “lawful basis” for collecting and using your personal information. There is a list of possible lawful bases in the UK GDPR. You can find out more about lawful bases on the Information Commissioner's website (see the end of this document).
Which lawful basis we rely on may affect your data protection rights which are in brief set out below. You can find out more about your rights and the exemptions which may apply on the Information Commissioner's website:

Your right of access – You have the right to ask us for copies of your personal information. You can request other information, such as who we share personal information with. There are some exemptions which means you may not receive all the information you ask for.

Your right to rectification – You have the right to ask us to correct or delete personal information you think is inaccurate or incomplete.

Your right to erasure – You have the right to ask us to delete your personal information.

Your right to restriction of processing – You have the right to ask us to limit how we can use your personal information. 

Your right to object to processing – You have the right to object to the processing of your personal data.

Your right to data portability – You have the right to ask that we transfer the personal information you gave us to another organisation, but this is highly unlikely to apply, unless it is a successor organization to The Friends.

If you make a request, we must respond to you without undue delay and in any event within one month.

To make a data protection rights request, please contact us using the details at the top of this privacy notice.
Our lawful bases for the collection and use of your data:
Our lawful bases for collecting or using personal information are Legitimate interests – we’re collecting or using your information because it benefits you, our organisation, or someone else, without causing an undue risk of harm to anyone. All your data protection rights may apply, except the right to portability. Our legitimate interests are:
· Our Object as a charity is the education of the public by promotion, support, assistance and improvement of Headstone Manor Museum, also known as Harrow Museum. We raise money to make donations to the Museum through the activities of a Friends group. 
· When you join The Friends, your name, address, telephone number and email address, if given, are recorded so that we can manage your membership, send you our Newsletter which includes articles on local history, information about The Friends and the Museum and notifies you of the date and arrangements for our Annual General Meeting. The Newsletter is delivered by members of The Friends to reduce costs and posted to a few who live at a distance by the Membership Secretary. 
· Your address and the taxpayer status you stated are used to process your Gift Aid declaration, which allows us to reclaim 25p in every £1 of your subscription or other donations, at no extra cost to you. Your subscription helps us to run the charity, which supports the Museum through donations, volunteering and fundraising. We use your information to collect and remind you to renew your subscription.  Also, occasionally, to contact you about fundraising activities or invite you to offer your help at Museum events.
· Your information is stored securely by the Membership Secretary, Secretary and Treasurer on password protected laptops with antivirus software. The membership list is also protected by its own encrypted password known only to those Officers of the charity. Two hard copies are kept in separate locked containers. 
· Your email address is used by the Secretary to send you reminders about our monthly Coffee and Chat morning, other activities, and our Annual General Meeting. The only email address visible in these group messages is that of the Secretary. They are blind copied to all others to ensure privacy. If you are contacted personally by the Secretary or Membership Secretary you will be addressed by name. Avoid opening and do not click links in a message not addressed to you by name which purports to be from us.
· Your email address may be shared with the charity's other Trustees who need to contact you for a purpose connected with The Friends. It will not be shared with other members without your permission, nor another organization unless it has a legitimate interest e.g. it is required by law. 
Marketing
We let you know about activities and events run by The Friends, the Museum, and the Friends of Headstone Manor Park. We cannot send it to you by post. We also use your email address to tell you of any issues which we are advised could affect visitors to the Museum e.g. change in opening times of the Museum, or unexpected temporary closure. This information will be emailed to you by the Secretary only if notified to her by the other two organisations.
[bookmark: infofrom]Dealing with queries, complaints or claims 
To answer queries or complaints about The Friends we need to use any information you send in correspondence or give over the phone, in addition to that already held. 
[bookmark: retention]Where we get personal information from
Directly from you.
[bookmark: share]How long we keep information
We keep information only for as long as is necessary to fulfil our obligations to you. 
Your details will be deleted as soon as is practicably possible after your membership terminates, or we respond to an enquiry from you.
Who we share information with
 When necessary, we may share your information with the Museum Management team e.g. when    you offer to volunteer at an event.

We may also share your information with Suppliers e.g. when you wish to attend an event being run for us by an external organisation. 
[bookmark: complain]How to complain
If you have any concerns about our use of your personal data, you can make a complaint to us using the contact details at the top of this privacy notice. If you remain unhappy with how we’ve used your data after raising a complaint with us, you can also complain to the ICO, address:   
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Helpline number: 0303 123 1113
Website: https://www.ico.org.uk/make-a-complaint
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