John Moores Foundation – Privacy Notice 
How we use information
(Applicant version*)

This privacy notice tells you what to expect when John Moores Foundation collects and processes organisational and personal information. 

Organisations and Individuals who apply to us for a grant

If you apply to JMF for a grant we will processes the following information: 

a) Information on organisations applying for funding:  
address, telephone number, contact person’s name, position in the organisation, e-mail address, organisation’s bank account number, references and detailed file notes. Organisational and any personal information disclosed is kept in the following forms: hard copy and electronic copy.

b) Information on individuals applying for funding:
JMF does not fund individuals and will therefore not consider any applications of such nature. Applications may be recorded solely for statistical purposed and will be anonymised and disposed of after 1 year.   
When organisations apply to us for a grant they submit their information in an application form, provide details of their proposal and an outline of the potential cost. Those who are awarded grants are asked to provide monitoring reports and final expenses. Any information that is provided in the application is used only for the purpose of processing the grant application and the ongoing administration and management of any grants that are awarded. We may also publish information about projects on our own website, including the amount of grant awarded and the recipient of the grant. We will never publish any personal data.
People who contact us via social media

If you send us a private or direct message through social media such as Twitter it will not be shared with any other organisations.

People who call our office

When you call JMF any information received will only be used to aid effective grant making. If you disclose personal data to JMF, these will not be shared without a further consent from the individual.

People who email us

We will also monitor any emails sent to us, including file attachments, for viruses or malicious software. Please be aware that you have a responsibility to ensure that any email you send is within the bounds of the law.

Your rights
Under the new GDPR legislation, you have rights as an individual which you can exercise in relation to the information we hold about you.

You can read more about these rights here – https://ico.org.uk/for-the-public/is-my-information-being-handled-correctly/
Subject Access, complaints or queries

JMF tries to meet the highest standards when collecting and using personal information. For this reason, we take any queries and complaints we receive about this very seriously. We encourage people to bring it to our attention if they think that our collection or use of information is unfair, misleading or inappropriate. We would also welcome any suggestions for improving our procedures.

However, we are happy to provide any additional information or explanation needed. Any requests for this should be sent to the address below.

If you want to make a complaint about the way we have processed organisational or personal information, you can contact at Lenka@johnmooresfoundation.co.uk or on 0151 707 6077
JMF tries to be as open as it can be in terms of giving people access to their personal information. Individuals can find out if we hold any personal information by making a ‘subject access request’ under the GDPR legislation. If we do hold information about you we will:

· give you a description of it;

· tell you why we are holding it;

· tell you who it could be disclosed to; and

· let you have a copy of the information in an intelligible form.

To make a request to the JMF for any personal information we may hold you need to put the request in writing addressing it to the address provided below. If you agree, we will try to deal with your request informally, for example by providing you with the specific information you need over the telephone.

If we do hold information about you, you can ask us to stop using your information or correct any mistakes. 
Changes to this privacy notice

We keep our privacy notice under regular review. This privacy notice was last updated on 15 March 2018.
How to contact us

If you want to request information about our privacy policy you can email  Lenka@johnmooresfoundation.com or write to: John Moores Foundation, 1Floor Front Office, 96 Bold Street, Liverpool, L1 4HY, Tel: 0151 707 6077.
*This is a shortened version of the full John Moores Foundation’s Privacy Policy (excluding the employment policy section) customised to best serve JMF’s applicants requesting funding. If you would like a copy of the full version please contact Lenka Vidamour on lenka@johnmooresfoundation.com or on 0151 707 6077.
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