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[bookmark: _GoBack]At Making Changes Together, we are committed to protecting and respecting your personal information.

On May 25th 2018 the Data Protection Act changed which means we have to write to you to let you know how we collect information from you, how we use it and how we keep it safe.

Please read the following carefully to understand our practices regarding your personal information. If there is anything you do not understand then please contact us.

What is personal information?
Personal information is information such as your name, address, racial or ethnic origin, bank details or medical information. It is sometimes known as personal data.

How we collect personal data?
We only ever collect information which has been collected directly from yourself not from any third parties.

How we use your data and who can access it?
We collect your personal information to allow us to keep you updated with our news, activities and events. We will keep your information for as long as you would like to hear from us. You have the right to ask us to delete your data and we will do so.

We do not share information with third parties.

You have the right to see what information we hold on you. This is called a Subject Access Request. You can do this by contacting us in writing at:

Making Changes Together Parents Steering Group (MCT)
C/o SENDIASS
Lee House
Lee Terrace
Easington Village
Peterlee
Co Durham 
SR8 3AB


How do we keep your personal data safe?
We have a number of policies and procedures in place which help us to keep your personal data safe and these are reviewed annually. All staff have training in these policies and procedures. All paper copies of your data are stored in locked filing cabinets in locked rooms. All electronic copies of your data are stored on computers with passwords and only members of staff with special permissions have access to it.
If you would like to know more about our policies and procedures on Data Protection then please contact us.

Yours sincerely


Ann Connor
MCT Administrator
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