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1. Introduction

Simply Outdoors are committed to maintaining the trust and confidence of our customers to our business.

This policy is designed to ensure compliance with the European General Data Protection Regulation (GDPR) and provides detailed information on when and why we collect your personal information, how we use it, the limited conditions under which we may disclose it to others and how we keep it secure.

Simply Outdoors collects personal data from clients and staff and processes it in order to comply with legal obligations and to communicate with clients and staff. We take responsibility for ensuring that any data that we collect, and process is used correctly and only as is necessary. Simply Outdoors will keep clients/staff fully informed of the how data is collected, what is collected, and how it is used. Contact details and relevant medical information are examples of the type of data that Simply Outdoors are required to keep. 
What information do we collect about you?
When you send a booking form to Simply Outdoors, your name, email, and address/contact number will be stored in our Microsoft One Drive.
Your payment will be recorded through Xero accountancy software. 
Participants on our courses will also be required to disclose medical information which will also be stored on our Microsoft One Drive.

You can see their privacy policies here.
Xero - https://www.xero.com/uk/about/terms/privacy/
Microsoft One Drive - https://privacy.microsoft.com/en-gb/privacystatement

Please note that we never share your personal details or sensitive information of your payment with any other company or third party.
Mailing Lists

As part of the registration process for our occasional e-newsletter, we collect personal information. We use that information to tell you about events and courses at Simply Outdoors, to contact you if we need to obtain or provide additional information and to check that our records are correct.

We do not sell, rent or trade email lists with other organisations and businesses.

You can unsubscribe to general mailings at any time of the day or night by emailing unsubscribe to info@simplyoutdoors.co.uk. 
All information given to us is voluntarily given by the client/staff or on behalf of their legal guardians.
2. Our commitment
In line with the Data Protection Act 2018, and following principles of good practice when processing data, Simply Outdoors will:
· ensure that data is fairly, lawfully and transparently used
· process data only for specific, explicit purposes

· ensure that all data processed is adequate, relevant and limited to only what is necessary
· ensure that data processed is accurate 
· not keep data longer than is necessary

· process the data in accordance with the data subject's rights

· ensure that data is secure

· ensure that data is not transferred to other countries without adequate protection.
There may be circumstances where Simply Outdoors are required by law to pass information onto external authorities, for example Health and Safety executive. These authorities are up to date with data protection law and have their own policies relating to the protection of any data that they receive or collect. 
3. Requesting data

Under GDPR the data subject has the following rights, via which they can access and amend any of their personal data that Simply Outdoors hold: 

a) The right to be informed
b) The right of access
c) The right to rectification
d) The right to erasure
e) The right to restrict processing
f) The right to data portability
g) The right to object
h) Rights in relation to automated decision making and profiling

Clients and staff have a right under the Data Protection Act to request information that Simply Outdoors has collected about them. You are entitled to view, amend, or delete the personal information that we hold; if you wish to do so please email your request with the title “Personal Data Request” to our Director responsible for data protection at info@simplyoutdoors.co.uk.

Questions or Concerns?

If you have any questions or concerns about this policy or about the way in which Simply Outdoors processes personal data please email the Director responsible for data protection at info@simplyoutdoors.co.uk.
4. Location of information and data
Simply Outdoors will ensure that:

a) Data is held securely such as on password protected computers, locked cabinets/drawers, computers which have appropriate virus/data protection software appropriate to the business.

b) Medical information is only accessed by those authorised to view it and any paper copies are disposed of in accordance with this policy. 

c) Simply Outdoors will not share their log on and passwords with any unauthorised individuals or companies.
d) Only authorised Simply Outdoors staff will have access to any data. These staff members are required to abide strictly to our Data protection policies and procedures and are periodically updated in their training on these matters.
5. Retention of data
The length of time we keep your personal data depends on what it is and whether we have an ongoing business need to retain it (for example, to provide you with a service you’ve requested or to comply with applicable legal, tax or accounting requirements). 

a) Simply Outdoors will retain any data in accordance with legal requirement periods. This is currently 5 years for over 18’s, and 3 years after an under 18 has reached their 18th birthday (21yrs of age).
b) Contact details for mailing and marketing will be retained for as long as we have a relationship with you. Following that period, we’ll make sure it’s deleted or anonymised.
Data Destruction

a) Simply Outdoors will ensure it destroys data in a confidential manner ie shredding of paper documents, deletion from computer systems

b) Simply Outdoors will ensure it does not retain data any longer than is necessary 
Breaches of Data Protection

a) Breaches or suspected breaches should be reported to the Simply Outdoors Director who will make the necessary investigations and provide a response to the informant within 3 weeks of receipt.
b) Simply Outdoors will inform any parties concerned as soon as possible of any data breach affecting their data.

Questions or Concerns?

If you have any questions or concerns about this policy or about the way in which Simply Outdoors processes personal data please email the Director responsible for data protection at info@simplyoutdoors.co.uk.
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