
SHAP PRIVACY POLICY 
 

SHAP respects your privacy and is committed to protecting your Personal Data. This privacy policy explains 
how and why we use your Personal Data. 
 
 
 

PURPOSE OF THIS PRIVACY POLICY 
This policy aims to give you information about how SHAP collects, processes and stores your Personal Data 
during the course of its activities, and how SHAP complies with the General Data Protection Regulations 
(GDPR) 
 
We have tried to explain what we do in enough detail to give you the information you need at a glance. If you 
still can't find the information you need, you can email us at co-ordinator@shap.uk.com. 
 
 
 

HOW YOU WILL BE NOTIFIED IF THERE IS A CHANGE TO THIS POLICY 
This policy will be reviewed every three years, or sooner if legal or regulatory changes take place. The policy 
was last reviewed and revised on 15/10/21. 
 
When any changes are made to this policy, the Data Controller will put a notice on SHAP’s website to inform 
individuals of the changes and what their significance could be for them.  SHAP will also make this information 
available via email to individuals who could be affected.   
 
 
 

IDENTITY AND CONTACT DETAILS OF DATA CONTROLLER 
This policy sets out the Board’s responsibilities and assigns the role of Data Controller to the SHAP Co-
ordinator. 
 
If you have any concerns as to how your data is processed, or if you have any questions about this privacy 
policy or our privacy practices more generally, you can contact the Data Controller at co-
ordinator@shap.uk.com  
 
 
 

WHO DOES THIS POLICY APPLY TO? 
• Employees of organisations that are existing members or prospective members. This includes the named 

person on the SHAP membership application form, as well as other individuals that an organisation 
wishes to receive information from SHAP.  

• Newsletter subscribers 

• Individuals who have registered for or attended our events 

• Individuals, sole traders, partnerships, companies, funding providers and other bodies we work with 

• Businesses we wish to promote products and services to 

• Individuals who contact us on social media 

• Individuals who visit our website 

• Under exceptional circumstances where adjustments to normal processes may be required, individuals 
who have responsibility for managing, or being a point of contact, for another individual’s membership. 
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THE DATA WE COLLECT ABOUT YOU 
Personal Data, means any information about an individual person who can be identified from that information, 
or from other information we hold or could reasonably hold in the future. It does not include data where the 
identity has been removed (anonymous data). We only collect Personal Data relevant to your relationship with 
SHAP. The types of data we may collect, use, store and transfer are: 
 

• Identity Data such as title, first name and last name 

• Contact Data includes billing address, business address, email address, social media handles and 
telephone numbers 

• Financial Data includes bank account and payment card details 

• Transaction Data includes details about payments to and from SHAP and other details of products 
and services provided by SHAP 

• Profile Data includes your feedback and survey responses 

• Marketing and Communications Data includes your preferences in receiving marketing from us and 
our third parties and your communication preferences 
 

We may also collect, use, and share aggregated data such as statistical or demographic data which does not 
identify you. If however we combine or connect aggregated data with your Personal Data so that it can directly 
or indirectly identify you, we will treat that combined data as Personal Data which will be used in accordance 
with this privacy policy. 
 
For the purposes of our day-to-day activities, we do not generally collect any Special Categories of Personal 
Data about you (this includes details about your race or ethnicity, religious or philosophical beliefs, sex life, 
sexual orientation, political opinions, trade union memberships, information about your health, and genetic 
and biometric data), however it may in some circumstances be necessary.  We will explain to you when we do 
this, why it is needed, and it will be your choice whether to provide it. 
 
There may be occasions (such as specific projects SHAP is part of), where Special Categories of Personal Data 
are collected at or during an SHAP event or meeting. These include special access requirements, accessibility, 
dietary requirements, videos, and photos and where possible, consent will be sought to process this data.      
 
There may also be occasions where Special Categories of Personal Data are collected and shared with research 
partners including health, income and private addresses of members of the public who are involved in 
research projects and have given consent for such information to be collected and processed.  Personal 
information collected for research projects will be destroyed at the end of the agreed period.   
  
We may carry out credit checks for business service providers but only as appropriate for the requirements of 
due diligence when awarding a contract for research or other services.       
          
 

 
HOW YOUR PERSONAL DATA IS COLLECTED 

• You may give us your identity, contact and financial data by filling in forms or by corresponding with 
us by post, phone, email or otherwise. This includes Personal Data you provide when you: 

o apply for membership  
o express an interest in membership 
o become a SHAP partner or funder 
o are part of a contract that is being delivered on behalf of SHAP 
o subscribe to our newsletter  
o subscribe to email communications as a non-member 
o request information about SHAP services 
o attend a SHAP meeting or event 
o are involved in a SHAP research project 
o enter a competition, promotion, or survey 
o collaborate with SHAP on funding bids or as part of a research project 



o give us feedback 
o make a complaint about SHAP through our complaints procedure 
o contact or otherwise interact with us 

 
 
 

HOW YOUR PEROSNAL DATA IS USED 
Gathering and using insights from members, strengthens SHAP’s ability to represent and promote sustainable 
housing objectives among the housing sector and supply chains, government and regulators.  
 
SHAP will only hold and use data when there is a lawful basis for doing so.  This will be when:  

• Clear, unambiguous consent has been given to SHAP in writing or online to store personal data; or,  

• When data has been provided to SHAP by an individual themselves or by their organisation and no 
request to opt out has been made by the individual; or, 

• There is a contractual requirement to store or share data when delivering a contract for SHAP; or 

• Where we need to comply with a legal obligation 
 
Purposes for which we will use your Personal Data 
We have set out below, a description of all the ways we plan to use your Personal Data, and which of the legal 
bases we rely on to do so. We have also identified what our legitimate interests are where appropriate. 
Note in some cases we will; 

• process your Personal Data on more than one lawful ground depending on the specific purpose for 
which we are using your data, or 

• process your Personal Data without your knowledge or consent;  
in compliance with this policy and where this is required or permitted by law. 

 
Consent  
When you become a SHAP member or engage in activities with the SHAP network, attend events, request 
information on our website or otherwise communicate with us, we may use your personal data to send you 
communications and marketing-related correspondence related to our services, by email. This includes: 

• As a member or account holder, to provide you with: 
o Information about membership benefits, 
o Relevant news and events, 
o Policy, lobbying and campaign activity, 

• As a subscriber, to issue you with information about SHAP activities and services, 

• As a non-member, to provide you with information about our activities, membership offer and 
services, 

• As the subject of a SHAP case study, 

• To promote the work of SHAP and the contribution of its members to the sustainable housing agenda  
 
When we process your Personal Information for communications and marketing purposes, we do so on the 
basis that it is in our legitimate interests to do so, in promoting our organisation and to personalise and to 
target more effectively our communications to ensure, to the extent possible, that any 
marketing/communications related correspondence is relevant to you. 
 
If you are currently receiving regular emails from SHAP and would like this to stop, you can opt out and ask for 
your information to be removed from our database by contacting us at co-ordinator@shap.uk.com.  You can 
also “unsubscribe” specifically from our newsletter.  This will ensure that we will not send you regular 
newsletters unless you opt back in, but we will still have your email information. 
 
Performance of a Contract or in readiness of such contract 
The main purpose for which we process your Personal Data is so that we can provide you with products and 
services in accordance with the relationship/membership you have with us. 
 
We process your data to deliver services to you in the following ways: 
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• To register you as a member or subscriber 

• To process your membership renewal 

• To deliver membership support 

• To process and collect payments 

• To notify you of changes to our terms or privacy policy 

• To administer events and to register you as an attendee or applicant 

• To ask you for a testimonial or review 

• To enable you to partake in or complete a survey 

• To invite you to provide data and information for research purposes 

• To facilitate SHAP collaborative responses to Government and other consultations 
 
Legal Obligation  
As an organisation we have various regulations and legal obligations we must comply with, e.g.; 

• Notifying you of changes to our terms and this privacy policy, 

• To administer and protect our business, and this website (including troubleshooting, data analysis, 
testing, system reporting and hosting of data), 

• Maintaining accounting and invoicing records. 
 

Legitimate Interest  
Where we, or a third-party, have a legitimate interest, ensuring that those interests are balanced against your 
data and privacy rights and freedoms.  This includes: 

• Asking you to take part in research activities to: 
o allow us to develop our goods and services in line with members’ needs, and 
o enable us to keep you and other members or prospective members informed of SHAP 

activity 
o to develop the evidence base to support informed decisionmaking about creating a 

sustainable housing stock  
 

• To provide you with information about: 
o The products and services available to you 
o The latest SHAP reports and other news and briefings 
o SHAP membership benefits 
o Relevant news and events 
o SHAP Policy, lobbying and campaign activity 
o where we do not have your explicit consent, and have offered you the opportunity to opt-

out 
 

• Using data analytics to; 
o improve our website 
o to keep our website updated and relevant 
o monitor Member relationships and experience 
o understand engagement with our marketing communications and events 
o understand usage of our products and services, to improve or add to them 
o define and measure types of businesses that may benefit from our products and services and 

develop our marketing strategy 
o assess and analyse the housing market 

 

• Delivering a personalised approach to our website functionality and content, to provide you with 
information that is relevant to you and your organisation, and to improve your experience of 
interacting with the SHAP website 
 

• Using photographs of virtual and physical events to promote our members and SHAP, by sharing on 
SHAP social channels and within marketing materials. 
 

Where we have identified a legitimate interest of your own, such as: 

• Providing accessibility functions on our website, which you may turn on or off as required. 



 
We will only use your data 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 original purpose.  If we need to use 
your data for an unrelated purpose, we will notify you in advance, explaining what we intend to do and 
providing you an opportunity to object. 
 
Opting out 
All newsletters  will contain an unsubscribe option however you may change any of your general consent 
preferences at any time by contacting us at co-ordinator@shap.uk.com. 
 
If you are a member of SHAP, please be aware that when you opt out of receiving SHAP communications, we 
will still use those channels to communicate with you in respect of your membership. 
 
 
Third-party links 
SHAP websites may include links to carefully selected third-party providers, websites, plug-ins and 
applications. Clicking on those links or enabling those connections may allow third-parties to collect or share 
data about you. We do not control these third-party websites and are not responsible for their privacy 
statements. When you leave our website, we encourage you to read the privacy policy of every website you 
visit. 
 
 
 

SHARING YOUR PERSONAL INFORMATION 
As SHAP is a membership organisation that aims to create more sustainable housing policy and conditions, it 
will share members’ data to other members or to contractors working on behalf of SHAP when this contributes 
to SHAP’s objectives. This could be when a research project needs the contribution of relevant members’ 
knowledge or experience, or when a SHAP event organiser wishes to promote a SHAP event. Members will be 
given the opportunity to opt out.   
 
When we share your Personal Data with any third party, we enter into a contract with them requiring strict 
adherence to our policies and ensuring your Personal Data is kept secure, is only used for clearly  defined 
purposes, and are then deleted in accordance with our data retention requirements. 
 
SHAP will not share its database with other organisations but may contact members to make them aware of 
information and opportunities from other organisations that SHAP considers may be of interest to members 
such as events, technical information and job opportunities. 
 
SHAP will never pass or sell data to any third parties for marketing purposes.  
 
SHAP will disclose data if required to do so by law.  
 
SHAP may be required to provide data to project funders as part of project reporting.  Members will be 
advised in advance and offered the opportunity to opt out. 
 
SHAP will not under any circumstances transfer personal data outside the European Economic Area (EEA).   
 
SHAP monitors information acquired via the website and e-newsletters to better understand how the site is 
being used and how it can be improved. This type of information is collective data (such as the total number of 
website visitors and newsletter opening) and does not identify individuals. These statistics are collected on a 
regular basis and may occasionally be communicated to funders of our communications work. It is stressed 
that no personal customer information is communicated that will allow individual customer identification. 
SHAP will share personal data with third parties when you have requested information about a service or 
product provided by the third-party service provider and only with your specific consent, 
SHAP will share data with financial organisations for purposes such as payment processing, and refunds under 
the performance of or in readiness of a contract with you, 
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HOW WE STORE YOUR INFORMATION 
SHAP is committed to ensuring that all personal data is held securely.  In order to prevent unauthorised access 
or disclosure, SHAP ensures that suitable physical, electronic and managerial procedures to safeguard and 
secure the information it collects are maintained.  Personal data is held in secure cloud systems and on 
password protected computers and phones.   
 
We have put in place; 

• All reasonable and appropriate security measures to protect your Personal Data from unauthorised 
loss, damage or use, and we limit physical and logical access to only those employees, agents, 
contractors and other approved third parties, who have a necessary and justifiable need as part of 
their role.  Your Personal Data will only be processed under our direct instruction and subject to a 
duty of care and confidentiality commensurate with our own policies and procedures. 
 

• Procedures to detect and deal with any suspected (or actual) data security incident and where we are 
legally required to do so, will notify you and any applicable regulator of any such incident within 72 
hours of becoming aware of it. 

 
Management of data may include the following actions:  

• When emailing information to a list of recipients, CC will be used in Closed Group discussions and BCC 
(Blind Carbon Copy) will be used in all other instances, to ensure personal data from email addresses is 
not shared 

• Use of memory sticks for transporting data will be minimised and when required to be used, must 
encrypt data held on the memory sticks;  

• All software must be set for automatic updates, particularly anti-virus and malware software;  
 

• All computers and laptops must be password protected;  

• The Data Controller will update passwords on third-party websites (such as email software or event 
booking) every three months. This will be a standing item on board meeting agendas 

• Data on computer databases will be securely protected in locked premises when not occupied by SHAP 
staff or associates;  

• Phone numbers may be held on password protected phones 
 
 
 

HOW LONG WE STORE YOUR INFORMATION 
SHAP will retain your Personal Data for as long as necessary to fulfil the purposes it was collected for, including 
for the purposes of satisfying any legal, regulatory, tax, accounting or reporting requirements. SHAP may retain 
your Personal Data for a longer period in the event of a complaint or if we reasonably believe there is a 
prospect of litigation in respect to our relationship with you. 
 
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, regulatory, tax, accounting or other requirements. 

• As a member:-  SHAP will retain your Personal Data for as long as you are a member. After your 
membership ceases, your member account will be converted to that of former member. 

• As former member or event attendee, we will retain your data for up to 18 months after you last 
engage with us, or until you unsubscribe from any further communications. 
 

• If you were previously a member or event attendee who has engaged with SHAP for a paid service or 
event, we are required for Accounting and Taxation purposes, to retain basic information (contact, 
identity, financial and transactional data) about you for up to seven years from the date your 
membership ceased or that transaction took place. 
 

• As a subscriber, SHAP will retain your data until you unsubscribe from any further communications. 



In all cases where unsubscribe, or exercise your right to object or erasure, we will retain indefinitely, sufficient 
data to enable us to identify you within any data we hold, or might obtain, in order to respect your choice to 
unsubscribe, object or be erased.  This will include your name, business name, postal address, email address 
and telephone number.  Other Personal Data we hold about you will be anonymised and retained for our 
historic analysis purposes. 
 
As a SHAP Director, Board member, Associate, technical panel, SHAP team member, SHAP sub contractor, 
applicant for a role with SHAP, personal data will be held for the duration as required by project funders and 
for the duration required by financial and audit requirements.  
 
Data that has been obtained as part of a grant-funded programme (including business name and bank account 
details) will be stored according to the requirements of funding grants.  For ERDF grants, this may mean storing 
data for up to 25 years.  
 
 
 

THE RIGHTS OF INDIVIDUALS ABOUT WHOM SHAP HOLDS DATA  
Under the data protection legislation, an individual about whom SHAP holds data (the data subject) has the 
right to request:  
 

• Whether SHAP is holding any data about them and if so, what data;  

• For a copy of any data SHAP is holding about them;  

• To rectify any incorrect data SHAP is holding about them;  

• To delete the data SHAP is are holding about them if they no longer want SHAP to hold  
it;  Note, however, that we may not always be able to comply with a request of erasure for specific 
legal reasons which will be notified, if applicable, at the time of the request. 

• Not to use any data other than for the purpose it was provided for;  

• To change the details of any consent that was given at any time in writing to SHAP.  This does not affect 
the lawfulness of any processing carried out before consent was withdrawn. 

• Request transfer of personal data as initially provided to SHAP to a third party in a commonly used 
format 
 

To request changes or details of these rights (a Subject Access Request), an individual should send an email to 
the Data Controller at co-ordinator@shap.uk.com.  The Data Controller will respond to the email within 28 
days of receiving it.  There is no fee to exercise your rights over the personal information that we hold. If 
however your requests become unfounded, repetitive or excessive, we have the right to refuse your request 
or charge you a reasonable fee. 
 
Should an individual have reason to consider that SHAP has breached this privacy policy or the regulations 
which underpin it in any way, they have the right to complain to the Information Commissioner’s Office (ICO) 
at ico.org.uk.  
  
 
 

ACTIONS REQUIRED IN THE EVENT OF A BREACH OF DATA  
In the event of a data breach, the following actions must take place immediately:  
• Investigation by the Data Controller on what data has been breached;  
• Containing the breach and recovering from the impact – including changing passwords and restoring data 
from backups;  
• Assessing the risk – is there the possibility of distress or harm?  
• Deciding who needs to be informed – depending upon whether the breach is likely to result in a risk to 
individuals rights and freedoms;  
• Learn from the incident – how can practices be improved to stop an incident happening again?  
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If the breach is likely to result in a risk to individuals rights and freedoms then the ICO must be informed.  
Unless the breach is very minor, it is worthwhile contacting the ICO for advice on containing the breach and 
receiving recommendations to prevent future data breaches.  Further information is available at 
ico.org.uk/for-organisations/report-a-breach.  
 
The Data Controller will notify affected individuals within 24 hours of being aware of a data breach to inform 
them of the data that has been breached and the actions being taken. 
 
 
 

COMPLAINTS 
Regretfully there are times when someone is unhappy with something we are doing or something we have 
done with their data.  
 
We genuinely want to work with you to put things right and therefore should you have any concerns, please 
give us the opportunity to address them by directing your concerns to our Contact Centre or our Data 
Governance team by contacting us at co-ordinator@shap.uk.com and copied to admin@shap.uk.com  
 
We will always do everything we possibly can to satisfy your concerns, but should you remain dissatisfied, you 
have the right to make a complaint to the Information Commissioner’s Office (ICO) at any time.  Full contact 
details and how to raise a complaint are found on their website at www.ico.org.uk  
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