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This Privacy Policy sets out how Phab Ltd uses and protects any information which is given to Phab Ltd.  Phab Ltd is committed to ensuring that your privacy is protected and personal data given to us is stored securely.
 
Information Collected
If you contact us, we may collect certain information including:
· Name and contact address details
· Email address and telephone number
· Credit Card details
· Personal medical information and dietary requirements  

Cookies
‘Cookies’ are small text files sent by a web server to a web browser, which enable the server to collect information from the browser. Phab uses cookies to ensure that you can interact with our web site successfully, to recognise your account when you visit the web site and to make your use of the site more convenient for you. The use of cookies does not give access to the rest of your computer or to any personal information about you. If you do not wish to have cookies placed on your computer, you can disable cookies on your Internet browser.
 
Purpose for Requesting Your Information
We require this information to process a transaction such as a purchase, a booking or a donation. Unless you instruct us to the contrary, no credit card details are retained following successful collection of the payment. 

We may also use your contact details to inform you from time to time about Phab events or activities which we think you may find interesting based on previous correspondence with you. We will use the postal or email address which you have provided. We may contact you by email, phone or post.

If you apply to join a Phab Residential or event, we may also require you to give us dietary requirement information and certain medical information and details of your medication.  

Phab Ltd may share personal data of event participants with external suppliers solely for the purposes of supporting the planning, co-ordination and safe delivery of Phab events. Suppliers enlisted by Phab Ltd will agree to process personal data only as necessary for the performance of these services and must complete a Data Sharing Agreement document.  
Security
We are committed to ensuring that your information is secure.  In order to prevent unauthorised access or disclosure, we have put in place suitable physical, electronic and managerial procedures to safeguard and secure the information we collect.

We only provide certain employees with access to sensitive personal data and ensure that our working practices meet the highest standards of security.

We will not share your personal information to third parties without consent unless required or permitted by law.

Data Retention Statement
Phab Ltd only keeps personal data for as long as it is necessary for the purpose for which it was collected.  Retention periods are set in line with UK GDPR, safeguarding guidance, and civil claims limitation periods.  Data is securely deleted or destroyed when it is no longer required.
Data Retention Chart
	Type of information
	Why we collect it
	How long we keep it

	Medical emergency information & support needs
	To keep participants safe during events and respond to emergencies
	Deleted within 1–3 months after the event, unless linked to an incident

	Dietary requirements & allergies
	Safe catering and support during events
	Deleted within 1–3 months after the event, unless linked to an incident

	Medical information linked to an accident, complaint or insurance claim
	Managing incidents, legal and insurance purposes
	6 years after the matter is resolved

	Parental consent forms (participation, emergency treatment)
	Evidence of consent and duty of care
	6 years after the event

	Attendance records
	Safeguarding, insurance, and record keeping
	6 years after the event

	Photo/Video consent records
	Evidence of consent
	Kept for as long as the images are used

	Safeguarding records 
	Protecting everyone who attends 
	Until the child reaches age 25 or 6 years after last involvement, whichever is longer

	Financial transaction records (donations, bookings)
	Accounting and audit requirements – Please note: Phab Ltd does not take or store Credit/Debit Card Details. Payment will be taken via an external secured source i.e. Sum Up
	6 years



Secure Disposal
When retention periods expire:
· Paper records are shredded or securely destroyed
· Electronic records are permanently deleted

Controlling Your Personal Information 
If you have previously agreed to us using your personal information, you may change your mind and we can remove your information if appropriate at any time by emailing us at info@phab.org.uk or by calling our office on 020 8667 9443.
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