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Purpose

This policy sets out how we collect, use and store your personal data in accordance with the Data Protection Act 1998 (DPA) and the General Data Protection Regulations (GDPR) from 25th May 2018. By using this website and our services, you agree to the storing and processing of your data as below.
Who are we?
We are Turtle Dove Cambridge Community Interest Company (08542595), Church of the Good Shepherd, Mansel Way, Cambridge, CB4 2ET.
Why do we need your personal data?
We collect information:
· which we are required to report to funders under grant or Service Level Agreements
· on our staff and board of directors to enable us to manage our staff policies and payroll 
· on our volunteers to enable us to appropriately manage and support them
· on our service users to enable us to deliver our service
· on other contacts to help us run our business efficiently
How is your personal data collected?
When you complete the online enquiry form or make an enquiry over the phone certain details are collected from you to enable us to deal with the enquiry or process your booking. Personal details are also collected when referrals are made and through the course of our activities.
Relevant data will also be collected from staff, volunteers, advisors and directors as required.
How will we use your personal data?
If booking our services we will use your data to provide you with quotations and to service your booking.
If you are a referring agency or a referral, we will use your data to enable us to deliver our service to you. 
If you are a staff member, volunteer, advisor or director, we will use your data to enable us to work with you effectively. 
Should any legal matters or safeguarding concerns require us to pass on your personal information we trust you will understand that we have a duty to comply with the law. 

How do you keep my data secure?
All computers and computer software is password protected. Payment is taken via a number of methods. Where card payments are made, these will be taken via a secure card processing company. Payment details are not retained and therefore you will be required to enter new payments details with each new card transaction.

What do I do if I want to change the data that is held?
We carry out reviews of the data we hold at regular intervals. Should you wish to change this data you should write to the Managing Director at Turtle Dove, Church of the Good Shepherd, Mansel Way, Cambridge, CB4 2ET.
How can I access the data you hold for me?
If you need access to a copy of the data we hold, please write to the Managing Director at Turtle Dove, Church of the Good Shepherd, Mansel Way, Cambridge, CB4 2ET. TDC reserves the right to make a charge to cover administration costs in the event we feel your request is 'manifestly unfounded or excessive'. On each occasion that access is requested. TDC aims to comply with requests for access to personal information as quickly as possible, but will ensure that it is provided within one month.

How long will you keep my data for?
Subject to the details we hold for you, your details will be kept for anywhere between 6 months up to 6 years and then destroyed after this period. For more details on our document retention periods, please request a copy of our Full Data Protection Policy.
How can I retract consent for you to hold and process my details?
If you wish to retract consent for us to hold and process your details please write to the following address and we will remove your details immediately. The Managing Director at Turtle Dove, Church of the Good Shepherd, Mansel Way, Cambridge, CB4 2ET.

How can I raise a complaint? 
Should you have a complaint regarding your data, please contact our Complaints Officer via directors@turtledovecambridge.com and we will work with you to resolve your complaint to your satisfaction. In the unlikely event that you are still not happy, you have the right to contact the Information Commissioner’s Office.   
How do I opt in/out of receiving information?
If you are providing your details to us for the purpose of making an enquiry or a booking, we may also contact you via post, email or phone with information such as new services and special offers. If you do not wish us to do this or change your mind later, you can contact us via email or post.
How will I know if you change this policy?
If changes are made to this statement, we will keep you informed by updating this statement on our website.  
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