ST BREWARD COMMUNITY SHOP LIMITED

Registration No: 9113 - Registered under the
Co-operative and Community Benefit Societies Act 2014

St Breward Community Shop Limited Privacy Notice

e Purpose of this document

e What information we collect, use and why

e Lawful bases and data protection rights

e Where we get personal information from

e How long we keep information

e Who we share information with

e Data security
e How to complain

e QOur contact details

The purpose of this document

This privacy notice describes how we, St Breward Community Shop Limited, collect and use
personal information about you during and after your relationship with us, in accordance with
the UK General Data Protection Regulation (UK GDPR).

We are a ‘data controller’. This means we are responsible for deciding how we hold and use
personal information about you. We are required under data protection legislation to notify you
of the information contained in this privacy notice. This notice applies to our current and former
members and all other contacts. This notice does not form part of any contract with you. We
may update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide
on specific occasions when we are collecting or processing personal information about you, so

you are aware of how and why we are using such information.

What information we collect, use, and why

The following table explains the types of data we collect and the “lawful basis” on which this data
is processed. “Lawful basis” is further explained below.

Purpose Types of data Lawful Basis

Our Contacts

Providing information to our |e Names and contact details (A) Consent
Contacts who have expressed |e Addresses (postal and email) | (E) Legitimate interests: our
interest Contacts expect to be kept

informed of progress

Page 1 of 6



Purpose

Types of data

Lawful Basis

Our Customers

Providing shop retail services
to Customers

¢ Names and contact details
e Addresses (postal and email)
e Feedback forms

(B) Contract
(E) Legitimate interests: forms
are provided by Customers

Security for Customers and
crime prevention at our shop

CCTV images

(E) Legitimate interests: the
CCTV system is designed for
crime prevention and to
provide security for everyone
on our shop premises.

Our Suppliers

Supplier communications,
orders and order fulfilment

Names and contact details

Addresses (postal and email)
Bank account details

Supplier transaction details

(A) Contract

Security for Suppliers and
crime prevention at our shop

CCTV images

(E) Legitimate interests: the
CCTV system is designed for
crime prevention and to
provide security for everyone
on our shop premises.

Our Donors

Donor communications and
accounting for donations

e Names and contact details
e Addresses (postal and email)
e Donation transaction details

(E) Legitimate interests: this
information is necessary for us
to fulfil the Donor’s intention
and expectation of receiving a
confirmation message.

Our Lenders

Lender communications and
accounting for loans

e Names and contact details
e Addresses (postal and email)
e Loan transaction details

(B) Contract: each loan creates
a contract between us and the
Lender.

Our Members

Membership administration
and communication;
accounting for membership
shares.

e Names and contact details
e Addresses (postal and email)
e Share transaction details

(B) Contract: each membership
share creates a contract
between us and the Member
under our Rules.

Statutory Member report
requirements

¢ Names and contact details
e Addresses (postal and email)
e Share transaction details

(C) Legal obligation: Co-
operative and Community
Benefit Societies Act 2014.
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Purpose

Types of data

Lawful Basis

Our Officers

Management Committee
administration

e Names and contact details
e Addresses (postal and email)

(C) Legal obligation: Officers
have duties under our Rules.

Statutory Officer report
requirements

e Names and contact details
e Addresses (postal and email)

(C) Legal obligation: Co-
operative and Community
Benefit Societies Act 2014.

Our Volunteers

Volunteer and shop rota
administration

e Names and contact details
e Addresses (postal and email)
e Skills

(A) Consent

(E) Legitimate Interests:
required for maintaining
volunteer shop rota.

Volunteer Health and Safety

Emergency contact details

(D) Vital Interests

Security for Volunteers and
crime prevention at our shop

CCTV images

(E) Legitimate interests: the
CCTV system is designed for
crime prevention and to
provide security for everyone
on our shop premises.

Our Employees

Compliance with employer
contractual and statutory
obligations

e Names and contact details

e Addresses (postal and email)

e Employment history (eg job
application, references)

e Employee payroll details (inc
date of birth, NI number)

e Performance records (eg
reviews, disciplinary)

(B) Contract: contract of
employment

(C) Legal obligation:
Employment law

Employee Health and Safety

Emergency contact details

(D) Vital Interests

Security for Employees and
crime prevention at our shop

CCTV images

(E) Legitimate interests: the
CCTV system is designed for
crime prevention and to
provide security for everyone
on our shop premises.

Some of the above grounds for processing will overlap and there may be several grounds which
justify our use of your personal information.

If you fail to provide certain information when requested, we may not be able to fulfil contracts

with you.
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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; the five bases on

which we may rely are:

(A) Consent: the individual has given clear consent for us to process their personal data for
a specific purpose.

(B) Contract: the processing is necessary for a contract we have with the individual, or
because they have asked us to take specific steps before entering into a contract.

(C) Legal obligation: the processing is necessary for us to comply with the law (not
including contractual obligations).

(D) Vital interests: the processing is necessary to protect someone’s life.

(E) Legitimate interests: the processing is necessary for our legitimate interests or the
legitimate interests of a third party, unless there is a good reason to protect the
individual’s personal data which overrides those legitimate interests.

You can find out more about lawful bases on the ICO’s website: https://www.ico.org.uk

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 data protection rights and the exemptions which may
apply on the ICO’s website:

e Your right of access - You have the right to ask us for copies of your personal
information. You can request other information such as details about where we get
personal information from and who we share personal information with.

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

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

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

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

e Your right to data portability - You have the right to ask that we transfer the personal
information you gave us to another organisation, or to you.

e Your right to withdraw consent — When we use consent as our lawful basis you have
the right to withdraw your consent at any time.

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 our contact details at

the end of this privacy notice.
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Where we get personal information from

e Directly from you
e Previous employers
o CCTV footage or other recordings

How long we keep information

Lawful Basis Retention Period

(A) Consent Data will be retained for not more than one month after receipt of
written or email notification withdrawing consent.

(B) Contract In the case of individual retail contracts with Customers, data will be
retained for not more than one month after completion of the contract.
In all other cases, data will be retained for not more than seven years
from the termination of the contract or as required by law.

(C) Legal obligation Data will be retained for not more than one year from the termination
of the legal obligation or as required by law.

(D) Vital Interests Data will be retained for not more than one month after termination of
the relevant employment contract or volunteer agreement.

(E) Legitimate Data will be retained for not more than one month after receipt of
interests written or email request from the owner to destroy personal data.

When the above Retention Period has expired we will destroy personal data held electronically
which links to any financial transaction by anonymisation; otherwise it will be securely deleted.
Personal data held on paper will be destroyed by shredding securely.

Who we share information with

Data Processors:

e Email automation service: this data processor does the following activities for us:
Bulk email of newsletters and other communications to Contacts (providing simple
unsubscribe option)
Bulk email of notices and other communications to Members

e IT and Computer services: data processors do the following activities for us:
Accounting system: financial transaction recording (Suppliers, Donors, Lenders, Members),
payroll and HR processing;
Data storage: documents, spreadsheets and databases containing personal data are stored
securely in the “Cloud”
Banking system: holds Supplier data for the purpose of payments to Suppliers
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e Accountants and Auditors: this data processor does the following activities for us:
Audit and preparation of annual accounts

Others we share personal information with

e Organisations we’re legally obliged to share personal information with (for example, HMRC)

Data Security

We have put in place measures to protect the security of your information. Details of these
measures are available upon request.

Third parties will only process your personal information on our instructions and where they
have agreed to treat the information confidentially and to keep it secure.

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 below.

If you remain unhappy with how we’ve used your data after raising a complaint with us, you can

also complain to the ICO.

The ICO’s address: Information Commissioner’s Office, Wycliffe House, Water Lane,
Wilmslow, Cheshire, SK9 5AF

Helpline number: 03031231113

Website: https://www.ico.org.uk/make-a-complaint

Our Contact details

Post: 1 Chyryn Drive, St. Breward, BODMIN, Cornwall, PL30 4LL, GB
Telephone: 01208 647 023
Email: admin@stbrewardshop.org.uk

Last updated: 4" February 2025
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