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Introduction 

This notice tells you what to expect when C4DI Ltd uses your personal data when 
you subscribe to receive our email Newsletters. 

More details about our other uses of personal data are in our full Privacy Notice.  

 
Changes to this privacy notice 

We keep our privacy notice under regular review. This privacy notice was last 
updated on 25th May 2018.  

Who is C4DI Ltd? 

C4DI Ltd (C4DI) is a private company limited by guarantee registered in England & 
Wales No 8441026 and our registered address is: 

Wykeland House, 47 Queen Street, HULL. HU1 1UU. 

Email: mydata@c4di.net 

Your Rights 

In the UK you have rights as an individual under the Data Protection Bill 2018 which 
you can exercise in relation to the information we hold about you. 

Please see our full Privacy Notice for more details but those rights, in summary are 

• A right to information about how we use your data, why and to access a 
copy of the information we hold about you. 

• A right to correct the information we hold about you. 

• A right to have the data we hold about you deleted in certain 
circumstances. 

• A right to object to the use of your personal data for direct marketing. 

• A right to not be subject to automated decision making. 

• A right to data portability i.e. to transfer your data from one service 
provider to another. 

A right to complain 
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You have a right to lodge a complaint with the appropriate data protection 
authority if you have concerns about how we use your personal data.  

In the UK this is the Information Commissioner’s Office – www.ico.org.uk/concerns. 

The reasons we can lawfully use your data 

We only use your personal data when we have a lawful basis to do so. 

Data Protection legislation sets out a number of these, but we only send you our 
email Newsletters with your consent. 

Please see our full Privacy Notice for more details and examples of the lawful 
reasons we have to use your data in other scenarios such as when you contact us or 
register for one of our events. 

What personal data do we collect, why and how do we use it? 

When you subscribe to our newsletters we collect and use your personal data as 
set out below. 

Contact Information 

We collect your name and email address. 

How we use it 

We use this information to keep in touch with you and provide the service you have 
asked us to i.e.  to send you our regular newsletter containing information about 
relevant products and services such as co-operative working groups, future events 
and latest news about our activities or those of our members. 

You can withdraw your consent for us to do this at any time by: 

• Clicking the ‘unsubscribe’ link in any of the emails we send you. 
• By contacting us using mydata@c4di.net 

How we protect your personal data 

We maintain physical, technical and administrative safeguards to protect your 
personal data. 

We restrict access to your personal data to those employees who need that 
information to perform their role and help provide services to you. 

Finally, our sub-contractors and employees are contractually bound to keep your 
personal information secure and confidential in line with this Privacy Policy. We 
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also provide training to ensure they are kept up-to-date on our security and 
privacy practices. 

Please contact us if you have any questions about the security measures we have 
in place. 

How long will we keep your personal data? 

We’ll only keep your personal data for as long as is necessary for the purpose for 
which it was collected and to comply with applicable law or resolve disputes. 

We will keep your details for as long as you remain subscribed to our newsletter. 

When you unsubscribe, your data will be completely deleted in a secure manner 
although we will retain a copy of your email address on our “master do not send” 
list in order to comply with your no-contact request. 

Please note that you may continue to receive communications for a short period 
while our systems are fully updated. 

Who do we share your personal data with? 

We do not reveal your personal data to third-parties unless: 

• the information is provided to comply with the law (for example, to comply 
with a court order), enforce an agreement we have with you, or to protect 
our rights, property or safety, or the rights, property or safety of our 
employees or others. This includes exchanging information with other 
companies and organisations for the purposes of fraud protection and credit 
risk reduction; 

• the information is provided to our sub-contractors, agents, vendors or 
service providers who perform functions on our behalf; or 

• to address disputes, claims, or to persons demonstrating legal authority to 
act on your behalf. 

Examples of the kind of third parties we work with 

IT, software and SaaS companies who support our website and other business 
systems.  

These include our CRM provider – Pipedrive – and Sleeknote who provides our web 
communications platform. Both of these companies are data processors for C4DI 
Ltd which means they only use your data in order to provide the technical services 
we ask them to. 

Direct email platform companies such as Campaign Monitor who help us manage 
our electronic communications with you. 
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Where your personal data may be processed 

We always opt to have your data stored in the UK or EU where possible. This 
includes instances where a vendor offers a choice of storage locations but where 
the EU option is more expensive. 

Sometimes we will need to share your personal data with third parties and 
suppliers outside the European Economic Area (EEA), such as the United States.  

Any transfer of your personal data will follow applicable laws and we will always 
treat your personal information in line with the principles of this Privacy Notice. 

This includes measures such as imposing contractual obligations on the recipient 
with respect to how they treat your data. 

If you would like more information about how we protect your rights and freedoms 
when transferring your data outside the EEA, please see our full Privacy Notice or 
contact our Privacy Officer. 
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ICO Checklist 

What to provide 

We provide individuals with all the following privacy information: 

☐ The name and contact details of our organisation. 

☐ The name and contact details of our representative (if applicable). 

☐ The contact details of our data protection officer (if applicable). 

☐ The purposes of the processing. 

☐ The lawful basis for the processing. 

☐ The legitimate interests for the processing (if applicable). 

☐ The categories of personal data obtained (if the personal data is not obtained 
from the individual it relates to). 

☐ The recipients or categories of recipients of the personal data. 

☐  The details of transfers of the personal data to any third countries or 
international organisations (if applicable). 

☐ The retention periods for the personal data. 

☐ The rights available to individuals in respect of the processing. 

☐ The right to withdraw consent (if applicable). 

☐ The right to lodge a complaint with a supervisory authority. 

☐ The source of the personal data (if the personal data is not obtained from the 
individual it relates to). 

☐  The details of whether individuals are under a statutory or contractual 
obligation to provide the personal data (if applicable, and if the personal data is 
collected from the individual it relates to). 

☐ The details of the existence of automated decision-making, including profiling 
(if applicable). 

 
When to provide it 
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☐ We provide individuals with privacy information at the time we collect their 
personal data from them. 

If we obtain personal data from a source other than the individual it relates to, we 
provide them with privacy information: 

☐ within a reasonable of period of obtaining the personal data and no later than 
one month; 

☐  if we plan to communicate with the individual, at the latest, when the first 
communication takes place; or 

☐ if we plan to disclose the data to someone else, at the latest, when the data is 
disclosed. 

 
How to provide it 

We provide the information in a way that is:  

☐ concise; 

☐ transparent; 

☐ intelligible; 

☐ easily accessible; and 

☐ uses clear and plain language. 

 
Changes to the information 

☐ We regularly review and, where necessary, update our privacy information. 

☐  If we plan to use personal data for a new purpose, we update our privacy 
information and communicate the changes to individuals before starting any new 
processing. 

 
Best practice – drafting the information 

☐ We undertake an information audit to find out what personal data we hold and 
what we do with it. 

☐  We put ourselves in the position of the people we’re collecting information 
about. 

☐ We carry out user testing to evaluate how effective our privacy information is. 

Best practice – delivering the information 
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When providing our privacy information to individuals, we use a combination of 
appropriate techniques, such as: 

☐ a layered approach; 

☐ dashboards; 

☐ just-in-time notices; 

☐ icons; and 

☐ mobile and smart device functionalities. 
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