Converge at York St John University
Our privacy policy
All personal information gathered and held by Converge is treated with the care and confidentiality required by the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.


This privacy notice sets out the ways in which York St John University collects, uses, stores and shares your data and details the rights you retain in relation to your personal information.
This policy includes:
· Who are we?
· What information do we collect?
· How do we use your personal information?
· What legal basis do we have for processing your personal data?
· When do we share your personal data?
· Where do we store and process your personal data?
· How do we secure your personal data?
· How long do we keep your personal data?
· What are your rights in relation to your personal data?
· Any questions or concerns?



Who are we?
For the purposes of processing your personal information in this instance, the data controller is York St John University, Lord Mayor’s Walk, York, YO31 7EX.
The university's Data Protection Officer is:
University Secretary
York St John University
Lord Mayor’s Walk
York
YO31 7EX
Telephone: 01904 876 764
Email: gov.compliance@yorksj.ac.uk

What information do we collect?
In order to sign up for Converge courses, we ask you to fill in an application form, and we use the information you provide about yourself on that form to offer you courses that we think will suit you. We keep this information whilst you are studying with us and delete it no more than 3 years after you have stopped studying with us.
From time to time we might offer opportunities to participate in courses or projects that require additional information. Participation in such courses or projects is always entirely optional, and you are free to withdraw from them at any time.
You can make a request through the Converge office to view information we hold about you and you can ask us to correct any errors in your record. You can also request to have your record deleted.

How do we use your personal information?
Your personal details are used to allow us to:
· allocate places on appropriate courses to you
· contact you when we need to (e.g. if a class is cancelled, or if we are worried about you because you haven’t attended recently)
· send you feedback questionnaires, so that you can help shape our future teaching
· understand the demographic range of the Converge community

What legal basis do we have for processing your personal data?
The UK GDPR requires us to establish a legal basis for processing your information.
For the purpose of this privacy notice the processing is covered under:
· UK GDPR Article 6 (1)(a) where processing is based on consent and the controller shall be able to demonstrate that the data subject has consented to processing of their personal data. You have the right to withdraw your consent at any time and can do so by emailing the university at gov.compliance@yorksj.ac.uk

When do we share your personal data?
The personal details you have supplied to us are stored on a secure database and can be accessed by Converge and Discovery Hub staff.
In such cases when you have agreed to extra research, your personal details may be shared with external researchers to contact you regarding further information. Anonymised client data may be presented at research conferences, within training and publication contexts, or by trainees and supervisors as case material.
Some special courses or projects (e.g. those organised in collaboration with another organisation) may require us to share some of your information with them if you choose to participate in them. However, we will only ever do this with your explicit permission.

Where do we store and process your personal data?
Your personal data will be stored on a secure database that is externally owned and operated by us. Access is controlled and kept to a minimum and relevant security measures have been taken to ensure this. Paper copies are kept to a minimum and destroyed as soon as the information has been copied into the database if necessary.

How do we secure your personal data?
York St John University takes the security of your personal information very seriously.
To ensure that the safety and security of such data is maintained, the university will:
· Protect data against accidental loss
· Prevent unauthorised access to, use of, destruction of or disclosure of the data
· Ensure business continuity and disaster recovery
· Restrict access to personal information
· Conduct Privacy Impact Assessments in accordance with the law and university policies
· Train staff and contractors on data security
· Manage third party risks, through use of contracts and security reviews

How long do we keep your personal data?
Paper copies of information are kept to a minimum, and in such cases these will be held in a locked cabinet until the information can be transferred to a computer and then they will be shredded.
Database information is held within our secure system for no more than 3 years after you stop studying with us.

What are your rights in relation to your personal data?
Under the GDPR, you have a right to:
· Be kept informed as to how we use your data
· Request a copy of the data we hold about you via a Subject Access Request
· Update, amend or rectify the data we hold about you
· Change your communication preferences
· Ask us to remove your data from our records
· Object to or restrict the processing of your information
· Raise a concern or complaint about the way in which your information is being used.

Any questions or concerns?
If you have any questions or concerns about the way we are collecting and using your personal data, please come and talk to us about it. You can do this in person or by emailing converge@yorksj.ac.uk. If we can’t answer your questions to your satisfaction, you can contact the University by emailing: gov.compliance@yorksj.ac.uk
You also have the right to complain to the Information Commissioner's Office (ICO) about the way in which we process your personal data. Details can be found at: https://ico.org.uk
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