Outline in Catalyst Data Privacy Agreement

The purpose of this statement is to be clear and transparent about how Outline in Catalyst
uses your personal information. This privacy policy applies to people who use our service,

our supporters, our customers, our volunteers as well as the general public and visitors to

our premises. It also applies to our contractors, third parties and partners.

Introduction to the Service

Outline is a registered Charity in England & Wales 1080970 working in conjunction with
Catalyst a registered Charity in England and Wales 1075892 providing service to people
struggling with their sexuality and gender identity. Outline in Catalyst provides support to
people with their sexuality and gender identity, including but not limited to the lesbian, gay,
bi-sexual, and trans community of surrey, primarily through a helpline, website.

How we collect your information

Outline in Catalyst supports people through its Listening service. We collect your
information when you contact us. We also collect information about you volunteer for
Outline in Catalyst or otherwise work in connection with us. We do pass on your data to
third parties for the purpose of processing your data.

What do we do with it?

If you contact us, we use your information to respond to you, provide suitable support or
referral and to enable you to take part in events run by Outline in Catalyst. If you volunteer
to support the work of Outline in Catalyst, we will use your data to facilitate that; for example,
in arranging rotas.

If you make contributions to Outline in Catalyst though the banking system, we use that
information to collect any agreed donation and to comply with any legal obligations regarding
this.

As the data is provided by you; we therefore process this data is in line with the legitimate
interests of a not for profit organisation in arranging events; notifying interested parties of

events etc. We may ask for further consent if needed to contact third parties.

We hold your data for the duration of your engagement with us, or the event if more time
limited. You can contact us to change or delete your data at any time.
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How we use personal information

We may use your personal information for the purpose set out in the policy, which include:
To provide you with support.

We support people in several ways, including by telephone, email, Txt/SMS and webchat.
When you talk to one of our volunteers, we will record certain information about your contact
with us.

That will include:

e Phone number (if contact is by phone)

e Email address (if contact is by email)

e Postal address (if contact is by written letter)
e |IP address (if contact is by webchat)

e CCTV Images (if contact is face to face)

e CallerID

e Time & date of call

e Caller gender (if given)

e Caller age (if given)

e Contact type (i.e., by phone, letter, email, webchat or face-to-face)
e Caller concerns

We also record some statistical information on each contact we receive, to report on and
improve our service. This includes non-identifiable information, such as how distressed the
individual was at the time of contact. This information is never used to report on specific
people and cannot be used to identify anyone.

Your data is stored if we need to investigate a call or series of calls (e.g., if you make a
complaint), we can use the telephone number shown on our central system to identify the
specific calls.

How long we keep information for

Our standard practice is to only hold your data for as long as it is required. This will vary
depending on the activity for which the data is being used. However, we are wholly aware of
our obligations under the Data Protection Act 2018 and the General Data Protection
Regulation (GDPR), and we make every effort to ensure that we only hold on to your data for
as long as it is required.

Who do we share it with?
We do not sell your data to any third party.
We do however need to share your data as follows:
e Volunteer data will be shared with the DBS for the purposes of legal compliance.

e [f a safeguarding issue arises necessary data may be shared with the relevant
safeguarding authority for your protection.

Page 2 of 5



Outline in Catalyst Data Privacy Agreement

e Your Banking data will be shared with your bank to enable us to collect payments
from you; or to make payments to you.

e Your donation history may be shared with the leadership and / or Trustees for the
purposes of financial planning.

Your rights

As an organisation we have put this policy together to give you more control over your
information and how we may use it. When considering the law in this area, you have certain
rights to accessing the information we hold about you, correcting information if necessary,
and asking us to delete it any information we hold on you.

In addition to this, you have the right to request that we do not use information we hold
about you for the purposes of screening or profiling, and you also have the right to opt-out
of receiving marketing and fundraising communications.

To exercise any of your rights,

Accessing the information, we hold about you (Subject Access Requests)

You have the right to request a copy of the information we hold about you that is called a
Subject Access Request.
To make a Subject Access Request, please make a request in writing addressed to:

The Data Protection team
Outline in Catalyst,

14 Jenner Rd,

Guildford

GU13PL

or you can email dataprotection@catalystsupport.org.uk

Changes to this Privacy Statement

As the service we provide changes, we may need to alter this Privacy Statement. Please
check this page occasionally to see if we have included any updates or changes, and that
you are happy with them.

If you have any queries about this statement, please contact -

The Data Protection team at Outline in Catalyst, 14 Jenner Rd, Guildford GU1 3PL or email
dataprotection@catalystsupport.org.uk.
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Worried someone will see that you've been on our site?
These are the steps you can take to remove signs that you've been on your site from 5
your computer.

Select 'Private browsing'

Most browsers have a 'private' or 'incognito' browsing option. This means when you're on
our site, you won’t leave any traces of your activity on your computer (no history, web
cache or anything else) and so it’s a useful first step to take.

e Chrome: Click on the 'Menu' button (it has three horizontal lines) — 'New Incognito
Window'

e Safari: Click on the 'File' button — 'New Private Window'
e Internet Explorer: Click on 'Safety' — 'Tools' —'In Private Browsing'

e Firefox: Click on the 'Menu' button (it has three horizontal lines) — 'New Private
Window'

Delete your browser 'History'

When you're not in 'private' mode, your browser will automatically keep a record (or
'History') of all the pages go on. You can remove Samaritans' pages from your history.

First, open your 'History":

e Chrome: Click on the 'History' option on the menu bar.

e Safari: Click on the 'History' option on the menu bar.

e Internet Explorer: Press the Ctrl key and H at the same time.
e Firefox: Press the Ctrl key and H at the same time.

Secondly, select all entries that say "www.samaritan.org.uk" and press delete or backspace
on the keyboard. (Or select 'All in last hour' on Safari.)

Lastly, if you found us on Google or another search engine, delete your search results from
your History too.

Deleting Cookies

A cookie is a small file on your computer that records the sites you visit, cookies are mainly
used by advertisers to track your interests and show you targeted content. You can delete
all your cookies by doing the following:

Chrome: Click on 'Chrome' — 'Clear Browsing Data'
Safari: Clearing 'History' will clear cookies.

Internet Explorer: Click on: 'Tools' menu — Internet Options. On the General page, under
Temporary Internet Files, click on Delete Cookies and then OK.
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Click on Delete Files, put a tick in the box labelled Delete all offline content and click OK.

Now look at the top of the window and click on the Content tab, select AutoComplete and
finally, Clear Forms.

Firefox: Click on Tools — Options — Privacy — select the Clear button (next to Cache
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