PRIVACY STATEMENT
Your personal data
This Privacy Statement provides information about the personal data we process, why and how we
process it, and your legal rights in connection with it. We respect the privacy and security of your
personal data and we are committed to protecting it. It is important that you read this so that you are
fully aware of how and why we use your data.
We reserve the right to amend the terms of this Privacy Statement from time to time so that it is up to
date with any new laws or changes in the ways we handle data.

Our responsibilities
As a data controller we are responsible for the processing of personal data that you provide. We are
required to comply with data protection laws, including the General Data Protection Regulation 2018 and
subsequently any national implementing laws or successor legislation (collectively referred to as the
“Data Protection Legislation”).
We are committed to following the recommended data processing principles to ensure that data is:
•
•
•
•

Processed in a lawful, fair and transparent way
Collected and processed for limited purposes with a view to minimising that data and its storage
Accurate and processed in a manner that ensures integrity and confidentiality
Collected and processed in a manner that allows for accountability

Definition of personal data
Your personal data includes all the information we hold that identifies you or is about you, for example
your name, email address, postal address or location data.
At Tandem UK Coaching we do not generally collect ‘special categories’ of sensitive personal data about
you relating to your religious or philosophical beliefs, sex life, sexual orientation, political opinions,
criminal records, trade union membership, health or genetic and biometric data. The only exceptions to
this are if any of the following apply:
•
•
•

You get referred to us for life coaching sessions by a third-party organisation who will have
carried out risk assessments with your consent and will share this data with us on request
You apply for an external coach role with our organisation.
Additionally, we may process sensitive personal data related to your race/ethnicity only where
you have explicitly consented. For more information on exceptions see ‘Why do we process your
personal data?’ below.

Data processing
Everything we do with your personal data counts as processing it, including collecting, storing, amending,
transferring and deleting it. We are therefore required to comply with the Data Protection Legislation to
make sure that your information is properly protected and used appropriately.

Reasons to process your personal data
We will only use your personal data for the purposes for which we collected it, unless we reasonably
consider that we need to use it for another reason and that reason is compatible with the original
purpose. However, please note that we may process your personal data without your knowledge or
consent in accordance with these rules.

Version 2.0 /2020

Most of the personal information we process is provided to us directly by you. We process your personal
data for different purposes depending on who you are:
•

•

•

•

•

•

•

•

•

•

•

If you are making or have made a general enquiry with us then we may need to process data in
relation to your name, contact information and the contents of your enquiry in order to be able
to respond to you.
In order to add you to our contacts database we may process data related to your name, and
contact information. This information may include some special category data, specifically:
Disability or Criminal Record.
Once added to our database we may use your data in order to update your contact preferences,
and to add you to or remove you from mailing lists. In addition, we may process data relating to
meetings we have held with you or events you have attended.
If you wish to attend, or have attended, an event organised by us, we may need to process data
in relation to your name, contact information and the details of your booking in order to fulfil
your request. This may include, but is not limited to, our coaching workshops, training courses,
individual coaching sessions, or network meetings.
If you currently provide or are contacting us because you are interested in providing coaching
services to us then we may need to process data in relation to your identity, contact information
or bank account information in order to enter into or perform a contract with you.
If you have approached us regarding a potential employment opportunity, we may need to
process information provided by you in your CV and covering letter, including your name, title,
address, telephone number, email address, postal address, date of birth, gender, location
information, employment history, qualifications and general professional experience.
Our website may use “cookies” to enhance the user’s experience. A user’s web browser places
these cookies on their hard drive for record-keeping purposes and sometimes to track
information about them. Users can choose to set their web browser to refuse cookies, or to alert
them when cookies are being sent. If cookies are disabled, please note that some parts of the
website may not function properly.
Tandem UK Coaching directors are registered as users on our website in order that they can use
our CRM database and amend our website contents; we store the personal information they
provide in their user profile. All such users can see, edit, or delete their personal information at
any time (except they cannot change their username). Website administrators can also see and
edit that information.
Personal identification information: We may collect personal identification information from
users of our website in a variety of ways, including, but not limited to, when users visit our site,
fill out a form, and in connection with other activities, services, features or resources we make
available on our website. We will collect personal identification information from users only if
they voluntarily submit such information to us.
Non-personal identification information: We may collect non-personal identification information
about users of our website whenever they interact with our site. Non-personal identification
information may include the browser name, the type of computer and technical information
about users’ means of connection to our website, such as the operating system and the internet
service providers utilised and other similar information.
Third party websites: We do not control the content or links that appear on websites linked to or
from our website and are not responsible for the practices employed by these sites. In addition,
these sites or services, including their content and links, may be constantly changing. These sites
and services may have their own privacy policies and customer service policies. Browsing and
interaction on any other website, including websites which have a link to our website, is subject
to that website’s own terms and policies.

Grounds for processing your personal data
We may rely on different grounds to lawfully process your personal data depending on the nature of our
relationship with you. The lawful processing of your personal data will fall into one of these categories:
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•
•
•
•
•
•

Consent: the individual has given clear consent for you to process their personal data for a
specific purpose.
Contract: the processing is necessary for a contract you have with the individual, or because they
have asked you to take specific steps before entering into a contract.
Legal obligation: the processing is necessary for you to comply with the law (not including
contractual obligations).
Vital interests: the processing is necessary to protect someone’s life.
Public task: the processing is necessary for you to perform a task in the public interest or for your
official functions, and the task or function has a clear basis in law.
Legitimate interests: the processing is necessary for your 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. (This cannot apply if you are a public authority
processing data to perform your official tasks.)

Recipients of your personal data
We only transfer your personal data to the extent we need to. Recipients of your personal data may
include:
•
•
•

Service providers, e.g. charities that refer their service users or staff to take up our coaching
offers
Accredited coaches (internal and external)
Our partner organisations

We may transfer your personal data outside of the EEA to service providers or professional advisers
operating in other jurisdictions. We will only transfer data where a finding of adequacy has been made in
respect of that jurisdiction, which means the EU Commission is satisfied that any data transferred will be
adequately protected or where a data transfer agreement incorporates EU model clauses meaning that
appropriate safeguards will govern the transfer of the data.
We use Google Analytics to obtain website statistics and to see who visits the site, not for any marketing
or selling purposes. We may collect non-personal identification information about users whenever they
interact with our website. Non-personal identification information may include the browser name, the
type of computer and technical information about users means of connection to our website, such as the
operating system, the internet service providers utilised, and other similar information.

How long we will keep your personal data
We will only retain your personal data for as long as necessary to fulfil the purposes we collected it for,
including for the purposes of satisfying any legal, accounting, or regulatory reporting requirements. In
determining the appropriate retention period for personal data we consider the amount, nature, and
sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of your
personal data, the purposes for which we process your personal data and whether we can achieve those
purposes through other means.

Your rights
You benefit from a number of rights in respect of the personal data we hold about you. We have
summarised your rights below, and more information is available from the Information Commissioner’s
Office website (https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulationgdpr/).
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These rights apply for the period in which we process your data.
1. Access to your data
You have the right to request confirmation that we process your personal data, as well as access to your
personal data. You can also ask us to provide some additional information in relation to our processing of
your personal data, although most of that information corresponds to the contents of this privacy
statement.
We will provide the information free of charge unless your request is manifestly unfounded or excessive
or repetitive, in which case we are entitled to charge a reasonable fee. We may also charge you if you
request more than one copy of the same information.
We will provide the information you request as soon as possible and in any event within one month of
receiving your request. If we need more information to comply with your request, we will let you know.
2. Rectification of your data
If you believe personal data we hold about you is inaccurate or incomplete, you can ask us to rectify that
information. We will comply with your request within one month of receiving it, unless we don’t feel it’s
appropriate in which case we will let you know why. We will also let you know if we need more time to
comply with your request.
3. Right to be forgotten
In some circumstances, you have the right to ask us to delete personal data we hold about you. This right
is available to you:
•
•
•
•
•

where we no longer need your personal data for the purpose for which we collected it;
where we have collected your personal data on the grounds of consent and you withdraw that
consent;
where you object to the processing and we don’t have any overriding legitimate interests to
continuing processing the data;
where we have unlawfully processed your personal data (i.e. we have failed to comply with the
Data Protection Legislation); and
where the personal data has to be deleted to comply with a legal obligation.

4. Right to restrict processing
In some circumstances you are entitled to ask us to suppress processing of your personal data. This
means we will stop actively processing your personal data but we don’t have to delete it. This right is
available to you:
•
•
•
•

if you believe the personal data we hold isn’t accurate then we will cease processing it until we
can verify its accuracy;
if you have objected to us processing the data (see below) then we will cease processing it until
we have determined whether our legitimate interests override your objection;
if the processing is unlawful; or
if we no longer need the data but you would like us to keep it because you need it to establish,
exercise or defend a legal claim.

5. Data portability
You have the right to ask us to provide your personal data in a structured, commonly used and machinereadable format so that you are able to transmit the personal data to another data controller. This right
only applies to personal data you provide to us:

Version 2.0 /2020

•
•

where processing is based on your consent or for performance of a contract (i.e. the right does
not apply if we process your personal data on the grounds of legitimate interests); and
where we carry out the processing by automated means.

We will respond to your request as soon as possible and in any event within one month from the date we
receive it. If we need more time, we will let you know.
6. Right to object
You are entitled to object to us processing your personal data:
•
•
•

if the processing is based on legitimate interests or performance of a task in the public interest or
exercise of official authority
for direct marketing purposes (including profiling)
for the purposes of scientific or historical research and statistics

In order to object, you must have grounds for doing so based on your particular situation. We will stop
processing your data unless we can demonstrate that there are compelling legitimate grounds which
override your interests, rights and freedoms or the processing is for the establishment, exercise or
defence of legal claims.

Contact details
To exercise all relevant rights, queries of complaints please in the first instance contact the data
controller for Tandem UK Coaching:
Nicole Heide
Director, Tandem UK Coaching
CityCoast Centre
North Street
Portslade
BN41 1DG
coaching@tandemcic.org
If you think we have processed your personal data unlawfully or that we have not complied with the Data
Protection Legislation, you can also report your concerns to the supervisory authority in your jurisdiction.
The supervisory authority in the UK is the Information Commissioner’s Office (“ICO”). You can call the ICO
on 0303 123 1113 or get in touch via other means, as set out on the ICO website –
https://ico.org.uk/concerns/.

Further information
If you have any questions or would like more information about the ways in which we process your data,
please contact Nicole Heide, on 01273 569090 or email coaching@tandemcic.org
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