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1. INTRODUCTION 
 
1.1. ThinkTeam Ltd is committed to protecting personal information and handling it 

responsibly, fairly and transparently. 
 
1.2. This Privacy Notice explains how ThinkTeam Ltd collects, uses, stores and 

protects personal data when it is provided as part of stakeholder engagement, 
consultation, facilitation, coaching, training, evaluation or related activities. 

 
1.3. Depending on the nature of the work, ThinkTeam Ltd may act as either a Data 

Controller or a Data Processor. This Privacy Notice explains how personal data is 
handled in both circumstances. 

 
2. CONTACT DETAILS 
 
2.1. ThinkTeam Ltd is the data controller for personal data collected for our own 

engagement activities. 
 
2.2. Registered address: 

19 Vaughan Street, CF37 1HR 
 
2.3. Data protection contact: 

Rae Baker, Director 
 
2.4. Email address:   

rae@thinkteam.co.uk 
 
2.5. Information Commissioner's Office registration number: 

ZB972429  
 
3. THE PERSONAL DATA WE COLLECT 
 
3.1. Depending on the purpose of the engagement activity, we may collect and 

process the following types of personal data. 
 
3.2. We may collect and process the following types of personal data: 
 

Personal data   Name, job title, organisation and professional role. 
Contact data   Email address, telephone number or postal address. 
Equality monitoring data Age, sex or gender, ethnicity and disability.1  
Communications data Your preferences about receiving information from 

us about future engagement opportunities or related 
work. 

 
1 This information is treated as special category personal data under UK data protection law. Providing 
this information is voluntary and it is used only for monitoring participation and supporting inclusive 
engagement practice. 
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3.3. This data may be collected: 

 Through online surveys, for example Microsoft Forms 
 Through offline surveys, including paper or facilitated digital exercises 
 Through verbal provision of information as part of engagement activity 
 Through correspondence with ThinkTeam relating to a project or 

commission. 
 
4. HOW WE USE YOUR PERSONAL DATA 
 
4.1. We only process personal data where UK data protection law allows us to do so. 
 
4.2. Our lawful bases under Article 6 UK GDPR include: 

Legitimate interests  where processing is necessary to deliver stakeholder  
engagement activities, manage professional 
relationships and improve our services, provided 
this does not override your rights and freedoms 

Consent where you have chosen to provide information for 
specific purposes, including equality monitoring 
information or receiving future engagement 
information 

Contract where processing is necessary to fulfil a contract 
with a client or to take steps prior to entering into a 
contract.  

 
4.3. Where we collect Special Category Data, such as equality monitoring 

information, our additional lawful condition under Article 9 UK GDPR is explicit 
consent. 

 
4.4. Providing equality monitoring information is entirely optional and choosing not to 

provide it will not affect your participation. 
 
4.5. We use personal data to: 

 Register participants for engagement activities 
 Communicate with participants before, during and after projects  
 Facilitate surveys, workshops, interviews and consultation activities  
 Analyse participation and engagement  
 Share project outputs or findings where appropriate  
 Manage professional relationships  
 Contact you about future engagement opportunities where you have asked 

us to do so. 
 
5. HOW WE SHARE YOUR PERSONAL DATA 
 
5.1. ThinkTeam Ltd acts as a Data Controller when collecting personal data for its 

own engagement activities. 
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5.2. Where ThinkTeam Ltd delivers engagement, consultation or evaluation work on 

behalf of a client, the client is normally the Data Controller and ThinkTeam Ltd 
acts as the Data Processor. Personal data is collected and processed in 
accordance with the contract agreed with the client and their instructions. 

 
5.3. At the conclusion of a project, personal data collected on behalf of a client is 

securely transferred to that client where required. Once transferred, the 
information becomes subject to the client's own privacy arrangements. 

 
5.4. We may also share limited personal data with trusted third party suppliers where 

necessary to deliver engagement activities, such as secure survey platforms, 
online meeting software or secure cloud storage providers. Appropriate due 
diligence is undertaken to ensure suitable technical and organisational 
safeguards are in place. 

 
5.5. We do not sell personal data. 
 
5.6. We do not transfer personal data outside the United Kingdom unless appropriate 

safeguards are in place. 
 
6. DATA SECURITY 
 
6.1. ThinkTeam Ltd takes the security of personal data seriously. We implement 

appropriate technical and organisational measures to protect personal data 
against unauthorised access, accidental loss, misuse, alteration or disclosure. 
Access to personal information is restricted to those who need it for legitimate 
business purposes. 

 
6.2. Should a personal data breach occur, ThinkTeam Ltd will investigate promptly 

and, where required by law, notify the Information Commissioner's Office and 
affected individuals. 

 
7. DATA RETENTION 
 
7.1. ThinkTeam Ltd only retains personal data for as long as necessary to fulfil the 

purposes for which it was collected. 
 
7.2. Where ThinkTeam Ltd acts as a Data Controller, personal data is normally 

retained for up to three years following completion of an engagement activity 
unless a longer retention period is required for legal, contractual or professional 
reasons 

 
7.3. Where ThinkTeam Ltd acts as a Data Processor, personal data is retained in 

accordance with the client's instructions and contractual requirements. 
 
7.4. When personal data is no longer required, it is securely deleted or anonymised. 
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8. YOUR RIGHTS 
 
8.1. Under UK data protection law, you have rights relating to your personal data, 

including the rights to: 
 Access your personal data  
 Request correction of inaccurate information  
 Request erasure of your personal data in certain circumstances 
 Restrict processing 
 Object to processing in certain circumstances  
 Withdraw consent at any time where consent is the lawful basis for 

processing.  
 
8.2. To exercise any of these rights, please contact us using the details provided in 

Section 1 of this Privacy Notice. 
 
9. COMPLAINTS 
 
9.1. ThinkTeam Ltd is registered with the Information Commissioner's Office (ICO). 

 
9.2. If you have concerns about how we have handled your personal data, please 

contact us in the first instance so that we have the opportunity to resolve the 
matter. 

 
9.3. You also have the right to lodge a complaint with the Information 

Commissioner's Office if you remain dissatisfied. 
Website: www.ico.org.uk 

 
10. REVIEW  
 
10.1. This Privacy Notice will be reviewed annually, or sooner if there are significant 

changes to data protection legislation, guidance or the way ThinkTeam Ltd 
processes personal data. 

 
11. DECLARATION 
 

11.1. Signed:   
 
11.2. Name:  Rae Baker 
 

11.3. Position: Director 
 

11.4. Date:  July 2027 
 
 

http://www.ico.org.uk/

