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Data Protection Statement

Who are we?

Culture NLis a trading name of Culture and Leisure NLLtd. Culture and Leisure NLLtd is a registered
Scottish charity, charity numberSCO 43891. We are an Arm’s Length External Organisation (ALEO) of
North Lanarkshire Council.

How can you contact our Data Protection Officer?

To ask for advice orto make a requestaboutyour personal information contact us:

By mail: Records & Archives, North Lanarkshire Heritage Centre, High Road, Motherwell, ML13HU
By email: informationrequests@culturenl.co.uk

Why do we have a data protection statement?

We have a legal requirement to let you know how we will manage your personal information. We
are aware of the importance of handling yourinformation appropriately and securely. Having this
statement helps usto comply with the requirements of the General Data Protection Regulation
(“GDPR”) and the Data Protection Act 2018.

It isimportant that you read this statementtogetherwith any other privacy notice we may provide
you on specificoccasions when we are collecting or processing personalinformation aboutyou so
that you are fully aware of how and why we are using yourinformation. This statement supplements
the othernoticesandis not intended to override them.

What is personal information?

Personal information is any information which identifies someoneas a living, private individual or
could do so if combined with otherinformation held electronically, e.g. on acomputer database or
CCTV images.

Why do we need your personal information and what do we do with it?

We will use your personal information to allow us to carry out the functions that we are set upto
carry out - Libraries, Museums & Archives, Community Facilities, Venues, Community Arts and
Catering. We also use your information to comply with ourlegal obligations, verify youridentity
where required, contactyou by post, email or telephoneand to maintain ourrecords.

What types of personal information do we hold?

In orderto carry out our business, we collectand use data about our employees, suppliers, service
usersand customers. We may hold personal information such as a name, address and date of birth
and itcould be in different formats e.g. photos orvideo. We could also have sensitive information

such as information about health, racial or ethnicorigin, or criminal offences.

Legal basis for using your information:
1. Most commonly, we will use your personal information on the following basis: Where
necessary forthe performance of a task carried out in the publicinterest orinthe exercise of
official authority vestedin us
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2. Where necessary forthe performance of a contract withyou (orto take stepstoenterintoa
contract withyou)

Where we need to comply with a legal or regulatory obligation

On the basis of your consent

Where necessary to protect the vital interests of you oranotherperson.

Where necessary for our legitimate interests (but not when we are performing our public
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tasks) or those of a third party and your interests and fundamental rights do not override
those interests

We may also need to process more sensitive personalinformation about you. Thiswould include
information aboutrace, ethnicorigin, politics, religion, trade union membership, genetics,
biometrics (where used forID purposes), health, sex life or sexual orientation. We will process these
special categories of sensitive information on the following basis:
- Where necessary forarchiving purposesinthe publicinterest, scientificor historical research
purposes orstatistical purposes
- Where necessary forreasons of substantial publicinterest;
- Where necessary to establish, exercise ordefend legal claims;
- Where necessary to protect the vital interests of you oranother person where you or that
otherpersonis physically orlegally incapable of giving consent;
- Whereyou have given us explicit permissionto do so,
We may process your personal information for more than one lawful ground depending on the
specificpurpose forwhich we are using your data

Where we need to collect personal information by law, or under the terms of a contract we have
with youand youfail to provide that data whenrequested, we may not be able to perform the
contract we have or are tryingto enterinto with you (forexample to provide you with services). In
this case we may have to cancel a service you have with us but we will notify youif thisisthe case at
the time.

We will only use your personal information for the purposes for which we collected it, unless we
reasonably considerthat we needto use it for anotherreason and that reasonis compatible with
the original purpose.

If we need to use your personal information foran unrelated purpose, we will notify you and we will
explainthe legal basis which allows us to do so.

Please note we may process your personal information without your knowledge or consent, in
compliance with the above rules, where thisisrequired or permitted by law.

How long do we keep your information for?

We only keep your personal information forthe minimum amount of time necessary. Sometimes
thistime periodissetoutin the law, butin mostcases itis based onthe business need. We
maintain a records retention and disposal schedule which sets out how long we hold different types
of information for. You can view this on our website at https://culturenl.co.uk/privacy-statement/

or you can requestahard copy from the contact address stated below.
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How do we collect personal information?

In most cases, the information that we have will come fromyou directly, e.g. when applyingfora
library card or buying tickets foran event. However, the information could come from another
source such as yourlegal representative, partner, relatives or otheragencies such as North
Lanarkshire Council. When we receive personal information about you from anothersource, we are
requiredtoinformyou of this within one month of receiving the information.

Who do we share your information with?

We are legally obliged to safeguard publicfunds so we are required to verify and check your details
internally forfraud prevention. We may share this information with other publicbodies (and also
receive information from these other bodies) for fraud checking purposes. We are also legally
obligedto share certain data with other publicbodies, suchas HMRC and will do so where the law
requires this. We will also generally comply with requests for specificinformation from other
regulatory and law enforcement bodies where thisis necessary and appropriate. Yourinformationis
alsoanalysedinternally to help usimprove ourservices.

How do we manage our responsibilities regarding data protection?

Before we start to manage personal information foranew purpose or make significant changesto
the way we handle information, we will carry outa Data Protection Impact Assessment atthe
earliest possiblestage inthe planning process.

We will ensure that any contractors, who are providing services on our behalf, comply with data
protection legislation by askingthem to sign a Data processing Agreement.

We will provideyou with a Privacy Notice when we collect yourinformation and communicate with
you if we are changing our Privacy Statement.

We will ensure that all staff are required to undertake data protection trainingon aregular basis.

Your rights under data protection law:
e Access to your information— you have the rightto request a copy of the personal information
that we hold about you.

e Correctingyour information — you may ask us to correct any personal information aboutyou
that you believe is notaccurate, complete and up to date.

e Deletion of your information —you have the right to ask us to delete personal information
aboutyou where:
1. youthinkthat we no longerneedtoholdthe informationforthe purposesforwhichitwas

originally obtained

2. weare usingthat information with yourconsentand you have withdrawn your consent

3. youhave a genuine objection to our use of your personal information —see Objecting to how
we may use yourinformation below

4. our use of your personal informationis contrary tolaw or our otherlegal obligations.

e Objectingto how we may use your information — You have the rightat any time to tell usto
stop using your personal information for direct marketing purposes.
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e Restricting how we may use your information — in some cases, you may ask us to restricthow
we use your personal information. This right mightapply, forexample, where we are checking
the accuracy of personal information that we hold about you or we are assessing the objection
you have made to our use of yourinformation. Thisright mightalsoapplyif we nolongerhavea
basisfor using your personal information but you don't want us to delete the data. Where this
rightis realistically applied it will mean that we may only use the relevant personalinformation
with your consent, forlegal claims or where there are other publicinterest grounds to do so.

e Withdrawing consentto use your information — Where we are using your personal information
with your consentyou may withdraw that consent at any time and we will stop using your
personal information for the purpose(s) for which consent was given.

Please contact us as stated below if you wish to exercise any of these rights.

Information you have given us about otherpeople:
If you have provided us with anyone else’s details, please make sure that you have told themthat

you have giventheirinformation to CultureNLand how they may contact us for furtherinformation.

This may be the case for emergency contactinformation or contact details to take up referencesin
the eventof a successful job application. We will only use this information for the purposes for
whichithas been provided.

How will we tell you if we change our Data Protection Statement?
We will change our Data Protection Statement in line with changes to data protection law and will
publish any new oramended statement on our website and through otherappropriate channels.

Complaints:

We aimto directly resolve all complaints about how we handle personalinformation. However, you
also have the right to lodge a complaint with the Information Commissioner's Office, who can be
contacted by postat: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow,
Cheshire, SK95AF. Visittheir website for more information at- https://ico.org.uk/concerns
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