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General Information

We are committed to protecting the privacy and security of your personal information.
Under data protection law, we are a “data controller”. This means that we hold personal information
about you, and are responsible for deciding how we store and use that personal information.
As a data controller, we are legally required to provide certain information to individuals whose
personal information we collect, obtain, store and use. That information is contained in this
document (our “privacy notice”).
It is important that you read this document (together with any other privacy notices we may provide
to you on specific occasions), so that you are aware of how and why we are using your personal
information and the rights you have in relation to your personal information.
This Privacy Policy applies to all clients and prospective clients of Swansea University’s Event Services
(‘Event Services’), and all delegates who attend conference or events at Swansea University.
We will comply with data protection law. This says that the personal information we hold about you
must be:
1. Used lawfully, fairly and in a transparent way.
2. Collected only for valid purposes that we have clearly explained to you and not used in any way that
is incompatible with those purposes.
3. Relevant to the purposes we have told you about and limited only to those purposes.
4. Accurate and kept up to date.
5. Kept only as long as necessary for the purposes we have told you about.
6. Kept securely.
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What Personal Information do we hold about you?

As a client or prospective client you will provide us with certain personal information relating to you
at the outset of our engagement with you. This will be confirmed and further information may be
supplied when you sign a contract to hold an event with us. There are some categories of
prospective client for about whom we will collect personal information from publically available
sources. If you are a conference or event delegate, the organiser of the conference that you are
attending (our client) will sometimes supply us with personal information about you.
Data protection law protects personal information which is essentially any information from which
an individual can be identified. There is a type of personal information which receives additional
protection because of its sensitive or private nature, this is sometimes referred to as ‘special
category personal information’ and means personal information about an individual’s race, ethnic
origin, political opinions, religious or philosophical beliefs, trade union membership (or nonmembership), genetics information, biometric information (where used to identify an individual) and
information concerning an individual’s health, sex life or sexual orientation. We will never collect any
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‘special category personal information’ about you; although such information could occasionally be
inferred – for example, if you were attending a political party conference at the University, then the
information that we hold about you (your name and the fact of your attendance at the conference)
could be used to infer your political opinions.
The information we will collect from clients and prospective clients who engage with us will include:
your name, preferred title, address and contact details
your job title or your position within an organisation
your event preferences
your contact preferences
information about your engagement with our emails and other communications from us
any other information that you supply to us in relation to an event enquiry

•
•
•
•
•
•

The information we will collect from conference delegates, or from conference organisers about
conference delegates, will include:
•
•
•
•
•
•
•
•
•

your name and preferred title
your job title or your position within an organisation
your gender
your vehicle make, model and registration number
your allergies or special dietary requirements
information relating to any special requirements that you may have in order to access the
conference
your nationality and immigration status
your credit/debit card and/or bank account details
any other information that you supply to us in relation to your event

The information that we will collect from publically available sources, about prospective clients, will
include:
•
•
•
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your name, preferred title, address and contact details
your job title or your position within an organisation
your event preferences
What will we use your personal information for and what are our legal bases for doing so?

We use the personal information we hold about you for a number of different purposes, which we
list below. Under data protection law we need to have a valid legal basis for using your personal
information, we also set out below the legal bases which we will be relying upon.
3.1

We use the personal information we hold about you for the following reasons:
•
•
•

to contact you about an event that you are holding with us
to ensure that all elements of an event, including catering and accommodation, are
provided in line with your requirements
to allocate you to appropriate residential accommodation
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In these cases, the legal basis that we will be relying upon to process your personal
information will be because because it is necessary for the performance of the contract
between us.
3.2

We will also use the personal information we hold about you, if it relates to your role at a
company or organisation, for the following reasons:
•
•
•
•

to encourage you to book or re-book an event with us
to analyse your personal booking history and that of your organisation, with a view to
encouraging further or an increased number of bookings
to provide you with marketing information about our products and services
to analyse your engagement with our emails and other communications

In each of these cases the legal basis that we will be relying upon to process your personal
information will be because it is it is in our legitimate interests. Our specific legitimate
interests are:
•
•
3.3

to operate a sustainable business model
to enhance our reputation through the provision of an exceptional customer experience

We will also use the personal information we hold about you, if you have provided specific
consent and if it does not relate to data processed under 3.2, for the following reasons:
•

to provide you with marketing information about our products and services

•

to track how you use and interact with our website

In this case the legal basis that we will be relying upon to process your personal information
will be because you have provided your consent for us to use your personal information in
this way.
3.4

We will also use the personal information we hold about you for the following reasons:
•

to comply with and demonstrate compliance with immigration law

In these cases the legal basis that we will be relying upon to process your personal
information will be because it is required for the compliance with a legal obligation.
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What Special Category Personal Information do we hold about you?

We do not hold any Special Category Personal Information about you.
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Further general information about using your personal information

We will only use your personal information for the purposes for which we collected it, unless we
reasonably consider that we need to use it for another reason and that reason is compatible with the
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original purpose. If we need to use your personal information for an unrelated purpose, we will notify
you and we will explain the legal basis which allows us to do so.
Please note that we may process your personal information without your knowledge or consent, in
compliance with the above rules, where this is required or permitted by law.
Some of the personal data we request will be because we have a legal or contractual requirement to
obtain and use the information or it is necessary for us to obtain the information to be able to enter
into a contract with you.
We do not carry out any automated decision-making or profiling in relation to you.
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Who do we share your information with?

Your personal data will be held by the Event Services department. Your personal data will be shared
internally with other individuals and/or departments where this is reasonably necessary for the
processing purposes set out in section 3 above. For example, it will be necessary to share some of
your personal information with the Catering department in order to meet specific dietary
requirements; or with the Finance department in order to send you an invoice.
From time to time we will need to share your information with external people and organisations.
We will only do so where we have a legitimate or legal basis for doing so and in compliance with our
obligations under data protection laws.
Your information may be disclosed to:
•
•

•
•
•
•
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UPP Ltd in connection with the provision of residential accommodation at the Bay Campus
Third party providers of event related products (including but not limited to caterers,
accommodation providers, transport operators, display and audio-visual providers,
entertainers and content providers) if in our reasonable opinion this is necessary for the
successful performance of our contract with you
Email service providers including but not limited to Mailchimp
Digital marketing service providers in relation to your interactions with our website
The Police, local authorities, the courts and any other government authority if they ask us
to do so (but only if us doing so is lawful).
Where we are legally obliged to do so, e.g. to comply with a court order
International Transfer of Your Information

The majority of your personal data is held within the EU. Some personal data is held on servers in
the United States of America; where this is the case, the organisations are party to the EU-US Privacy
Shield Framework and held within a GDPR compliant environment.
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How Long Do We Keep Your Information For?

To make sure we meet our legal data protection and privacy obligations, we only hold on to your
information for as long as we actually need it for the purposes we acquired it in the first place. Our
specific retention schedules are as follows:
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•
•

Following an enquiry with Event Services; until the end of the calendar year following
the first anniversary of your engagement with us
Following an event held with Event Services; until the end of the calendar year following
the fifth anniversary of your engagement with us

The reasons for our retention of your personal data for these periods are because, in our experience,
these are the lengths of time following an engagement in which either a client or supplier may
return to us with a reasonable expectation that we will have maintained the required data in order
to progress their enquiry or to answer a reasonable query about their event.
To determine the appropriate retention period for personal data, we consider the amount, nature,
and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of
your personal data, the purposes for which we process your personal data and whether we can
achieve those purposes through other means, and the applicable legal requirements.
10

Individual rights

Data protection legislation provides individuals with a number of different rights in relation to their
data. These are listed below and apply in certain circumstances:
•

Request access to your personal information (commonly known as a "data subject access
request"). This enables you to receive a copy of the personal information we hold about you
and to check that we are lawfully processing it.

•

Request correction of the personal information that we hold about you. This enables you to
have any incomplete or inaccurate information we hold about you corrected.

•

Request erasure of your personal information. This enables you to ask us to delete or remove
personal information where there is no good reason for us continuing to process it. You also
have the right to ask us to delete or remove your personal information where you have
exercised your right to object to processing (see below).

•

Object to processing of your personal information where we are relying on a legitimate
interest (or those of a third party) and there is something about your particular situation which
makes you want to object to processing on this ground. You also have the right to object
where we are processing your personal information for direct marketing purposes.

•

Request the restriction of processing of your personal information. This enables you to ask
us to suspend the processing of personal information about you, for example if you want us
to establish its accuracy or the reason for processing it.

•

Request data portability of your personal information. In certain circumstances, you may
have the right to require that we provide you with an electronic copy of your personal
information either for your own use or so that you can share it with another organisation.
Where this right applies, you can ask us, where feasible, to transmit your personal data
directly to the other party.
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If you want to review, verify, correct or request erasure of your personal information, object to the
processing of your personal data, or request that we transfer a copy of your personal information to
another party, please contact:
Ms Melissa Ferreira
Event Services Manager
Castle Room, 2nd Floor Fulton House
Swansea University (Singleton Park Campus)
SA2 8PP
Email: events@swansea.ac.uk
No fee usually required
You will not have to pay a fee to access your personal information (or to exercise any of the other
rights). However, we may charge a reasonable fee if your request for access is clearly unfounded or
excessive. Alternatively, we may refuse to comply with the request in such circumstances.
What we may need from you
We may need to request specific information from you to help us confirm your identity and ensure
your right to access the information (or to exercise any of your other rights). This is another
appropriate security measure to ensure that personal information is not disclosed to any person who
has no right to receive it.
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Ability to withdraw consent

Where your personal data is processed on the basis of your consent or explicit consent, you have the
right to withdraw your consent to the processing at any time. You can do this by emailing the Event
Services Manager at events@swansea.ac.uk. Any withdrawal of consent will not affect the
lawfulness of any processing of your personal data based on consent before the withdrawal is
notified.
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Accuracy

If any of your personal details change during your employment/engagement you should contact a
member of the HR Department to notify them and provide them with the updated accurate
information.
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Updates to this privacy policy

We review the ways we use your information regularly. In doing so, we may change what kind of
information we collect, how we store it, who we share it with and how we act on it.
Consequently, we will need to change this privacy policy from time to time to keep it accurate and
up-to-date.
We will keep this policy under regular review to ensure it is accurate and kept up to date. This policy
was last updated on May 10th 2018.
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About Us

Swansea University an institution established by Royal Charter of Singleton Park, Swansea, SA2 8PP
Event Services is a department of Swansea University and is not a separate legal entity.
We are the data controller of the information you provide us with. The term “data controller” is a
legal phrase used to describe the person or entity that controls the way information is used and
processed.
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Where to Go if You Want More Information About Your Rights or to make a Complaint

The Information Commissioner’s Office (ICO) regulates data protection and privacy matters in the
UK. They make a lot of information accessible on their website and they ensure that the registered
details of all data controllers such as ourselves are available publicly. You can access them here
http://www.ico.gov.uk/for_the_public.aspx.
You can make a complaint to the ICO at any time about the way we use your information. However,
we hope that you would consider raising any issue or complaint you have with us first. We will
always do our very best to solve any problems you may have.
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Contact us

You’re welcome to get in touch with us to discuss your information at any time.
Ms Melissa Ferreira
Event Services Manager
Castle Room, 2nd Floor Fulton House
Swansea University (Singleton Park Campus)
SA2 8PP
Email: events@swansea.ac.uk

