Privacy Policy
Tap into IT Where You Are Ltd (Tap into IT) wants everyone who we work with and who supports us to feel conﬁdent and comfortable with how
any personal informa on you share with us will be looked a er or used. This Privacy Policy sets out how we collect, use and store your personal
informa on (this means any informa on that iden ﬁes or could iden fy you).
Tap into IT is commi ed to protec ng your personal informa on and making every eﬀort to ensure that your personal informa on is processed
in a fair, open and transparent manner.
As a "data controller" for the purposes of the Data Protec on Act 1998 and (from 25 May 2018) the EU General Data Protec on Regula on
2016/679 ("Data Protec on Law"), we are responsible for and control the processing of, your personal informa on.
How we collect informa on about you
When you interact with us directly: this could be if you ask us about our ac vi es, register with us and use our services, make a dona on to us,
apply for a job or volunteering opportunity or otherwise provide us with your personal informa on. This includes when you phone us, visit our
website or get in touch through the post, or in person or when you interact with us through third par es such as a volunteer recruitment
service and provide your consent for your personal informa on to be shared with us.
Informa on we collect and why we use it
Personal Information

Personal informa on we collect includes details such as your name, date of birth, email address, postal address, telephone number and bank
details (if we make payments to you), as well as informa on you provide in any communica ons between us. You will have given us this
informa on whilst registering for a service or to volunteer with us, making a dona on or any of the other ways to interact with us.
We will mainly use this informa on:
● To provide the services or goods that you have requested.
● To update you with important administra ve messages about services you have requested.
● To keep a record of your rela onship with us.
● To administer a volunteering arrangement.
● To process your dona ons or other payments, to claim Gi Aid on your dona ons and verify any ﬁnancial transac ons.
● To invite you to par cipate in surveys or research.
Sensitive Personal Information
Data Protec on Law recognises that some categories of personal informa on are more sensi ve. Sensi ve Personal Informa on can include
informa on about a person’s health, race, ethnic origin, or age, for example. We will only use this informa on for the purposes of quality
monitoring or evalua ng the services we provide.
Where we process criminal oﬀence data, we do so as we believe it is of substan al public interest as well as, in certain circumstances, it being
our duty under the Protec on of Vulnerable Groups Act (2007).

We will not pass on your details to anyone else without your express permission except in excep onal circumstances. Examples of this might
include anyone repor ng serious self-harm or posing a threat to others or children contac ng us and sharing serious issues such as physical
abuse or exploita on.
Where you have given us your express consent or otherwise clearly indicated to us that you are happy for us to ‘share your story’, then we may
publish it on our blog, to funders or in other media where you can of course remain anonymous.
Legal basis for using your informa on
We will only use your personal informa on where we have your consent or because we need to use it in order to fulﬁl a contract with you. The
the General Data Protec on Regula ons allow us to process your personal informa on where there is a ‘legi mate interest’ for us to do so to
deliver our services. Whenever we process your Personal Informa on on the basis of ‘legi mate interests', we will ensure that we do so in an
appropriate and propor onate way, taking into account your rights and interests. We process criminal convic on data on the basis of
‘substan al public interest’ and in the case of PVG checks, in accordance with the Protec on of Vulnerable Groups Act (2007). This may be
subject to change a er the Data Protec on Bill 2017 comes into eﬀect.
Marke ng
We will only contact you about our work and how you can support Tap into IT by phone, email or postal address, if you have agreed for us to
contact you in this manner.

You can update your choices or stop us sending you these communica ons at any

me by contac ng

admin@tap-into-it.co.uk.
Sharing your Informa on
The personal informa on we collect about you will mainly be used by our staﬀ so that they can support you.
We will never sell or share your personal informa on with organisa ons so that they can contact you for any marke ng ac vi es.

Tap into IT may however share your informa on with our trusted partners and suppliers who work with us on or on our behalf to deliver our
services, but processing of this informa on is always carried out under our instruc on. We make sure that they store the data securely, delete it
when they no longer need it and never use it for any other purposes. We enter into contracts with these service providers that require them to
comply with Data Protec on Laws and ensure that they have appropriate controls in place to secure your informa on.
Legal disclosure
We may disclose your informa on if required to do so by law (for example, to comply with applicable laws, regula ons and codes of prac ce or
in response to a valid request from a competent authority).
Keeping your informa on safe
We take looking a er your informa on very seriously. We've implemented appropriate physical, technical and organisa onal measures to
protect the personal informa on we have under our control, both on and oﬀ-line, from improper access, use, altera on, destruc on and loss.
Unfortunately the transmission of informa on using the internet is not completely secure. Although we do our best to protect your personal
informa on sent to us this way, we cannot guarantee the security of data transmi ed to our site.
Our websites may contain links to other sites. While we try to link only to sites that share our high standards and respect for privacy, we are not
responsible for the content or the privacy prac ces employed by other sites. Please be aware that adver sers or Web sites that have links on
our site may collect personally iden ﬁable informa on about you. This privacy statement does not cover the informa on prac ces of those
websites or adver sers.
How long we hold your informa on for
We only keep it as long as is reasonable and necessary for the relevant ac vity, which may be to fulﬁl statutory obliga ons (for example, the
collec on of Gi Aid).

Your rights
You have various rights in respect of the personal informa on we hold about you – these are set out in more detail below. If you wish to
exercise any of these rights or make a complaint, you can do so by contac ng our Administrator, Dawn Exley at admin@tap-into-it.co.uk or by
phone on 07455816430. You can also make a complaint to to the data protec on supervisory authority, the Informa on Commissioner's Oﬃce,
h ps://ico.org.uk.
● Access to your personal informa on: You have the right to request access to a copy of the personal informa on that we hold about
you, along with informa on on what personal informa on we use, why we use it, who we share it with, how long we keep it for and
whether it has been used for any automated decision making. You can make a request for access free of charge. Please make all
requests for access in wri ng, and provide us with evidence of your iden ty.
● Right to object: You can object to our processing of your personal informa on where we are relying on a legi mate interest (or those
of a third party) and there is something about your par cular situa on which makes you want to object to processing on this ground.
You also have the right to object where we are processing your personal informa on for direct marke ng purposes. Please contact
us as noted above, providing details of your objec on.
● Consent: If you have given us your consent to use personal informa on (for example, for marke ng), you can withdraw your consent
at any me.
● Rec ﬁca on: You can ask us to change or complete any inaccurate or incomplete personal informa on held about you.
● Erasure: You can ask us to delete your personal informa on where it is no longer necessary for us to use it, you have withdrawn
consent, or where we have no lawful basis for keeping it.
● Portability: You can ask us to provide you or a third party with some of the personal informa on that we hold about you in a
structured, commonly used, electronic form, so it can be easily transferred.

● Restric on: You can ask us to restrict the personal informa on we use about you where you have asked for it to be erased or where
you have objected to our use of it.
● No automated-decision making: Automated decision-making takes place when an electronic system uses personal informa on to
make a decision without human interven on. You have the right not to be subject to automated decisions that will create legal
eﬀects or have a similar signiﬁcant impact on you, unless you have given us your consent, it is necessary for a contract between you
and us or is otherwise permi ed by law. You also have certain rights to challenge decisions made about you. We do not currently
carry out any automated decision-making.
Please note, some of these rights only apply in certain circumstances and we may not be able to fulﬁl every request.

