Littlehampton Heritage Railway Association

Member and Volunteer Privacy Notice

This privacy notice tells you what to expect us to do with your personal information when you are a member of
the Association or volunteer for us.

We can be contacted by email at: littlehamptonminiaturerailway@gmail.com

Or by letter to: Littlehampton Heritage Railway Association, Mewsbrook Park Station,
Hendon Avenue, Littlehampton, West Sussex, BN16 2LX

What information we collect and use, and why

For all members we collect and use the following personal information for administration and renewal of our
membership scheme: -

e Contact details (name, address, telephone number, personal email address)
For members that are also volunteers we additionally collect and use: -

e Attendance records
e Competence training history
e CCTVfootage

We also collect and use the following special category information for managing volunteer health and
wellbeing. This information is subject to additional protection due to its sensitive nature: -

o Next of kin or emergency contact details
e General health and wellbeing information
e Accidentorincident records

e Access needs or reasonable adjustments

Our lawful bases for the collection and use of your data

Our lawful bases for collecting or using personal information is through consent. Our member and volunteer
database HOPS (Heritage Operations Processing Ltd) allows you to view your contact information and edit it
where appropriate. You have the right to withdraw your consent at any time.

For volunteers, our lawful bases for collecting or using personal information as part of managing health and
wellbeing is also based on consent. This information has top privacy settings on our HOPS database and only
selected Trustees; Officers or First Aiders can access your information for the purpose of assisting you. The
data accessed in this way will only be used for the purpose you initially provided it. Those users to whom we
grant access will be aware of their responsibilities under the relevant data protection law. The person in charge
of controlling access is the LHRA Chairman.
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Your Data Protection Rights

You can find out more about your data protection rights and the exemptions which may apply on the
Information Commissioner’s Office website (https://ico.org.uk/:)

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. 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 orincomplete.

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, or to you.

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 at littlehamptonminiaturerailway@gmail.com

Where we get personal information from

We collect your information: -

Directly from you, via your membership application or renewal
Directly from volunteers, via your HOPS user account
Accident or incident records

CCTV footage or other recordings

How long we keep information

We will keep your personal information for as long as you remain a member of the Association. It will be
deleted:

3 months after you cease to be a member, or
If we receive a written request from you to amend or delete your information

The only exception will be accident orincident records that we will retain indefinitely.
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Who we share information with
Your information will be shared with the following data processors who do the following activities for us: -
Heritage Operations Processing Ltd (HOPS):

e Manages member and volunteer accounts including the user's name, username, password and login
records,
e Competence training records
e Next of kin or emergency contact details
e General health and wellbeing information
Invader Security Solutions Ltd:
e CCTVrecording

Information in these databases can only be able to be read or viewed by selected Trustees or Officers of the
Association.

The Association will never divulge any personal information to any other third party, unless required by law so to
do.

How to complain

If you have any concerns about our use of your personal data, you can make a complaint to us by emailing
littlehamptonminiaturerailway@gmail.com.

If you remain unhappy with how we’ve used your data after raising a complaint with us, you can also complain
to the Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

The Trustees have overall responsibility for ensuring this policy is complied with. It will be reviewed at least
once ayear and at such other times as may be required, to ensure it remains relevant and appropriate to the
aims and objectives of the Railway.

For and on behalf of the Trustees

Peter Roberts

Peter Roberts
Chairman, Littlehampton Heritage Railway Association
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