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Bourne Family Project Privacy Statement
The Bourne Family Project is committed to respecting your privacy and to complying with applicable data protection and privacy laws. We have provided this Privacy Policy Statement to help you understand how we collect, use and protect your personal data when you use our services and when you visit our website. 
We wish to help you make informed decisions, so please take a few moments to read the sections below and learn how we may use your personal information. You should read this notice in conjunction with any Terms & Conditions of use for our website.
What do we mean by personal data?
Your “personal data” means any information about you which is personally identifiable. The type of personal information we may collect could include your name and postal address, date of birth, gender, telephone numbers, email address etc.

Why we process your personal data?
We endeavour to collect and use your personal information only with your knowledge and consent. If you choose to provide us with any other personal information it will only be used in support of the intended purposes stated at the time at which it was collected and subject to any preferences indicated by you.
You are under no obligation to provide us with this personal data but there may be circumstances where failure to do so may limit our ability to help where it is needed to undertake a particular activity.
We process data…
· So that we may provide you, the client, with a professional service. 
· To process donations and payments.
· So that we can analyse our service in order to develop and improve what we do.

· To make back-ups of data in case of emergencies and for disaster recovery purposes. 
· So that we may keep you informed of our services and send you updates. This may be via newsletter or email. This will only be done with your explicit consent and you may withdraw this consent at any time. 
We recognise that the nature of our services requires us to keep personal information about you. We aim to minimise the amount of information we hold, keeping only what is necessary.  In some circumstances, we may collect data which is classified as ‘sensitive’ under the Data Protection Act. An example would be information about your health or ethnicity. We only hold this information for specific purposes and with your explicit consent.

How do we keep your records?

All our records are stored securely and can only be accessed by staff that have a valid and lawful reason to do so.  We keep all records relating to adults for 6 years from the date that therapy ends. For children we retain records until that child reaches age 26.
Who will we share your personal data with?
We will not share your data with anyone that we are not authorised to.   We may share your information with:
· People you have consented that we may share your information with or that you have authorised to act on your behalf
· Emergency services or other agencies where their appears to be a serious risk of harm to yourself or someone else

· Judiciary services if we are subpoenaed to do so by the courts
We may anonymise your data so that we can use it in a way that does not identify you. This means that you cannot be identified by the data itself or when combined with any other data we hold. For example we may use anonymous data when applying for funding or planning our services.
You have the following rights in respect of your data

· The right to access your data. You have the right to request a copy of the data we store for you. 

· The right rectification. You have the right to ask that incorrect data we hold is corrected or completed.
· The right to erasure.  You have the right to request us to delete all the personal data we hold on you.
· Right to restriction or object to processing.  You have the right to request that we no longer process your data for particular purposes or to restrict what we process.
· Right to data portability:  You have the right to request us to provide, you, or a third party, with a copy of your personal data in a structured format.
If your child is accessing our service and does not have sufficient competency to exercise their data protection rights, we will ask your consent to manage this for them. If a child becomes capable after starting therapy we may then seek their consent.
Non-personal Identifying Information (Cookies)
We may use cookies to record details such as a user identity and general registration details on your PC. This helps us recognise you on subsequent visits so that you don’t have to re-enter your registration details each time you visit our website. Depending upon the type of browser you are using, you may be able to configure your browser so that: (i) you are prompted to accept or reject cookies on an individual basis or (ii) you may be able to prevent your browser from accepting any cookies at all. You should refer to the supplier or manufacturer of your web browser for specific details about cookie security.

We may also collect non-personal identifying information about your visit to our website based on your browsing activities. This information may include the pages you browse for example. This helps us to better manage and develop our website to provide you with a more enjoyable service and experience in the future.
Contacting us
If you have any questions, or if you wish to make a request regarding your data, please contact our project manager, Julia Pike at manager@bournefamilyproject.org  or telephone 0117 94478441. You can also write to Bourne Family Project, Waters road, Kingswood, Bristol BS15 8BE.
Bourne Family Project is part of Bourne Christian Centre Registered Charity Number: 1161520

Registered Address: Bourne Chapel, Waters Road, Kingswood, Bristol BS15 8BE
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