
The documents below cover the legal aspects of dealing with T 
Watches. Please open the document and read through the informa-
tion. 

If you continue to browse and use this website, you are agreeing to 
comply with and be bound by the following terms and conditions of 
use, which together with our privacy policy govern T Watches rela-
tionship with you in relation to this website. If you disagree with any 
part of these terms and conditions, please do not use our website. 
The term “T Watches”, “T Watches Ltd", “T-Watches” “us” or “we” 
refer to the owner of the website. T Watches is a Limited Company 
registered in England The term “you” refers to the user or viewer of 
our website.

Registered Office
T Watches Ltd 4A Kingfisher Court, Brambleside Bellbrook Busi-
ness Park Uckfield, East Sussex, TN22 1QQ
Company registered in England and Wales number 11445182.

Changes to these Terms
We may revise these terms of use at any time by amending this 
page. Please check this page from time to time to take notice of any 
changes we made, as they are binding on you as a user.

Accessing our Website
Our website is made available free of charge. We do not guarantee 
that our website, or any content on it, will always be available or be 
uninterrupted. Access to our website is permitted on a temporary 
basis. We may suspend, withdraw, discontinue or change all or any 
part of our website without notice. We will not be liable to you if for 
any reason our website is unavailable at any time or for any period. 
You are responsible for making all arrangements necessary for you 
to have access to our website. You are also responsible for ensur-
ing that all persons who access our website through your internet 
connection are aware of these terms of use and other applicable 
terms and conditions, and that they comply with them.
Account Log Ins and Passwords



If you choose, or you are provided with, a user account, password 
or any other piece of information as part of our security procedures, 
you must treat such information as confidential. You must not dis-
close it to any third party. We have the right to disable any user ac-
counts or password, whether chosen by you or allocated by us, at 
any time, if in our reasonable opinion you have failed to comply with 
any of the provisions of these terms of use. If you know or suspect 
that anyone other than you knows your user identification code or 
password, you must promptly notify us at info@t-watches.co.uk

Use of site information
This website contains information which is owned by or licensed to 
us. These works are protected by copyright laws and treaties 
around the world. As such rights are reserved. This material in-
cludes, but is not limited to, the design, layout, look, appearance 
and the graphics. Reproduction is prohibited other than in accor-
dance with the copyright. Users are welcome to view, download and 
print information for their own personal use. T Watches Ltd should 
be credited if information is reproduced, information must not be re-
produced for commercial purposes. Users may not use our site in 
anyway that is illegal, fraudulent or harmful.

Liability
The content of the pages of this website is for your general informa-
tion and use only. It is subject to change without notice. Neither we 
or any third parties provide any warranty or guarantee as to the ac-
curacy, timeliness, performance, completeness or suitability of the 
information and materials found or offered on this website for any 
particular purpose. You acknowledge that such information and ma-
terials may contain inaccuracies or errors and we expressly exclude 
liability for any such inaccuracies or errors to the fullest extent per-
mitted by law. From time to time this website may also include links 
to other websites. These links are provided for your convenience to 
provide further information. They do not signify that we endorse the 
website(s). We have no control over the contents of those sites and 
accept no responsibility for the content of the lined website(s) or for 
any loss or damage that may arise from your use of them. Nothing 
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in these terms of use excludes or limits our liability for death or per-
sonal injury arising from our negligence, or our fraud or fraudulent 
misrepresentation, or any other liability that cannot be excluded or 
limited by English law.

Viruses
We do not guarantee that our website will be secure or free from 
bugs or viruses. You are responsible for configuring your informa-
tion technology, computer programmes and platform in order to ac-
cess our website. You should use your own virus protection soft-
ware. You must not misuse our website by knowingly introducing 
viruses, trojans, worms, logic bombs or other material which is ma-
licious or technologically harmful. You must not attempt to gain 
unauthorised access to our website, the server on which our web-
site is stored or any server, computer or database connected to our 
website. You must not attack our website via a denial-of-service at-
tack or a distributed denial-of service attack. By breaching this pro-
vision, you would commit a criminal offence under the Computer 
Misuse Act 1990. We will report any such breach to the relevant law 
enforcement authorities and we will co-operate with those authori-
ties by disclosing your identity to them. In the event of such a 
breach, your right to use our website will cease immediately.

Linking to our Website
You may link to our website, provided you do so in a way that is fair 
and legal and does not damage our reputation or take advantage of 
it. You must not establish a link in such a way as to suggest any 
form of association, approval or endorsement on our part where 
none exists. You must not establish a link to our website in any 
website that is not owned by you. We reserve the right to withdraw 
linking permission without notice.

Privacy
All information about a person is processed in accordance with our 
privacy policy.
T Watches Ltd (“T- Watches” “T Watches” “We” or “Us”) is commit-
ted to protecting and respecting your privacy.  This policy (together 



with our terms of use and any other documents referred to on it) 
sets out the basis on which any personal data we collect from you, 
or that you provide to us, will be processed by us.  Please read the 
following carefully to understand our views and practices regarding 
your personal data and how we will treat it. We take seriously the 
protection of your personal privacy and confidentiality. 
All information and personal data will not be used for any unintend-
ed purpose and will not accidentally fall into the hands of a third-
party. The law requires us to tell you about your rights and our 
obligations to you in regards to the processing and control of your 
personal data.  We do this now, by requesting that you read the in-
formation provided at http://www.knowyourprivacyrights.org/ For the 
purpose of the EU General Data Protection Regulation and the 
Data Protection Act 2018 (the “Act”), the data controller is T Watch-
es Ltd

T Watches Policy objective
We will process any personal data lawfully, fairly and in a transpar-
ent manner in relation to individuals.  Personal data will be collected 
only for specified, explicit and legitimate purposes and not further 
processed in a manner that is incompatible with those purposes.  All 
personal data will be adequate, relevant and limited to what is nec-
essary in relation to the purposes for which they are processed. 
 Best efforts will be made to ensure that it is accurate and, where 
necessary, kept up to date; every reasonable step will be taken to 
ensure that personal data that are inaccurate, having regard to the 
purposes for which they are processed, are erased or rectified with-
out delay.  Personal data will be kept in a form which permits identi-
fication of data subjects for no longer than is necessary for the pur-
poses for which the personal data are processed; personal data 
may be stored for longer periods insofar as the personal data will be 
processed solely for archiving purposes in the public interest in or-
der to safeguard the rights and freedoms of individuals.  All person-
al data will be processed in a manner that ensures appropriate se-
curity, including protection against unauthorised or unlawful pro-
cessing and against accidental loss, destruction or damage, using 
appropriate technical or organisational measures.



Security
T Watches is 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 online. Information 
we may collect from you We may collect and process the following 
data about you:

• To enable us to provide a voluntary service for the benefit 
of the public as specified in our governance document;

• To administer membership records;
• To fundraise and promote the interests of the charity;
• To manage our employees and volunteers;
• To maintain our own accounts and records.

We may also collect information that you provide T Watches by fill-
ing in forms on this website (our site). This would include informa-
tion provided at the time of registering with our site, subscribing to 
our services, posting material or requesting further services.  We 
may also ask you for information when you report a problem with 
our site. If you contact us, we may keep a record of that communi-
cation. We may also ask you to complete surveys that we use for 
research purposes, although you do not have to respond to them. 
We may also collect details of your visits to our site including, but 
not limited to, traffic data, location data, weblogs and other commu-
nication data.

Internet e-mail
Messages sent over the Internet cannot be guaranteed to be com-
pletely secure as they are subject to possible interception or loss or 
possible alteration.  We are not responsible for them and will not be 
liable to you or anyone else for any damages or otherwise in con-
nection with any message sent by you to T Watches or any mes-
sage sent by T Watches to you over the Internet.

Downloads & Media Files
Any downloadable documents, files or media made available on this 
website are provided to users at their own risk.  While all reason-
able precautions will be undertaken to ensure only genuine down-



loads are available users are advised to verify their authenticity us-
ing third-party antivirus software or similar applications.  We accept 
no responsibility for third-party downloads and downloads provided 
by external third-party websites and advise users to verify their au-
thenticity using third-party antivirus software or similar applications.

Cookies
A cookie is a small file which asks permission to be placed on your 
computer's hard drive. Once you agree, the file is added and the 
cookie helps analyse web traffic or lets you know when you visit a 
particular site.  Cookies allow web applications to respond to you as 
an individual.  The web application can tailor its operations to your 
needs, likes and dislikes by gathering and remembering information 
about your preferences. Cookies help us provide you with a better 
website by enabling us to monitor which pages you find useful and 
which you do not.  A cookie in no way gives us access to your com-
puter or any information about you, other than the data you choose 
to share with us. We use traffic log cookies to identify which pages 
are being used.  This helps us analyse data about webpage traffic 
and improve our website in order to tailor it to customers’ needs. 
 We only use this information for statistical analysis purposes, it is 
non-personal and it is subsequently deleted. You can choose to ac-
cept or decline cookies.  Most web browsers automatically accept 
cookies but you can usually modify your browser setting to decline 
cookies if you prefer, although this may prevent you from taking full 
advantage of the website.

Links to other websites
Our website may contain links to other websites of interest.  Once 
you have used these links to leave our site, however, you should 
note that we do not have any control over that other website.  We 
cannot be responsible, therefore, for the protection and privacy of 
any information which you provide whilst visiting such sites and 
such sites are not governed by this privacy statement.  You should 
exercise caution and look at the privacy statement applicable to the 
website in question. Our website uses cookies to distinguish you 
from other users of our website.  This helps us to provide you with a 



good experience when you browse our website and also allows us 
to improve our site.  For detailed information on the cookies we use 
and the purposes for which we use them see our cookie policy 
above.

Uses made of the information
We use information held about you in the following ways:

• To ensure that content from our site is presented in the 
most effective manner for you and for your communication device;

• To provide you with information, products or services that 
you request from us or which we feel may interest you, where you 
have consented to be contacted for such purposes;

• To carry out our obligations arising from any contracts en-
tered into between you and us;

• To allow you to participate in interactive features of our 
service, when you choose to do so;

• To notify you about changes to our services.
We may also use your data to provide you with information about 
services in the charitable sector which may be of interest to you.  If 
you are an existing volunteer or service user, we will only contact 
you by e-mail with information concerning services similar to those 
which were the subject of a previous contact.

Disclosure of your information
We may disclose your personal information to a charity/voluntary 
organisation where you have indicated an interest and agreement 
for this to be shared. We may disclose your personal information if 
we are under a duty to disclose it in order to comply with any legal 
obligation imposed on T Watches or to protect the rights, property 
or safety of T Watches, its staff, volunteers, service users or others.

Your rights
Under the ACT you have a number of rights with regard to your per-
sonal data.

• You have the right to be informed, request from us access 
to and rectification or erasure of your personal data (the right to be 
forgotten), the right to restrict processing, object to processing as 



well as in certain circumstances the right to data portability, from 
one environment to another.

• If you have provided consent for the processing of your 
data you have the right (in certain circumstances) to withdraw that 
consent at any time which will not affect the lawfulness of the pro-
cessing before your consent was withdrawn.

• You have the right to lodge a complaint to the Information 
Commissioners’ Office if you believe that we have not complied with 
the requirements of the Act with regard to your personal data.

• Although it would not be T Watches’s intention to use 
data in such a manner, you have the right to ask us not to process 
your personal data for marketing purposes, although we will specifi-
cally inform you (before collecting your data) if we intend to use 
your data for such purposes. You can also exercise your right to 
prevent such processing by not sharing your personal data with us.
You can also exercise the right at any time by contacting us at 
info@T-watches.co.uk

Retaining and deleting personal data
Personal data will be kept in a form which permits identification of 
data subjects for no longer than is necessary for the purposes for 
which the personal data are processed.  Personal data may be 
stored for longer periods insofar as the personal data will be pro-
cessed solely for archiving reasons and records management or 
statistical analysis. We will hold your personal data on our systems 
for as long as you are associated with T Watches and for as long af-
terwards as it is in T Watches legitimate interest to do so or for as 
long as is necessary to comply with our legal obligations.  We will 
review your personal data every year to establish whether we are 
still entitled to process it.  If we decide that we are not entitled to do 
so, we will stop processing your personal data except that we will 
retain your personal data in an archived form in order to be able to 
comply with future legal obligations, if applicable, otherwise it will be 
deleted.

Accuracy and relevance
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We will ensure that any personal data we process is accurate, ade-
quate, relevant and not excessive, given the purpose for which it 
was obtained.  We will not process personal data obtained for one 
purpose for any unconnected purpose unless the individual con-
cerned has agreed to this or would otherwise reasonably expect 
this. Individuals may ask that we correct inaccurate personal data 
relating to them.  If you believe that information is inaccurate you 
should record the fact that the accuracy of the information is disput-
ed and inform the Directors of T Watches: info@t-watches.co.uk

Links to other web sites
This website may contain links to other relevant web sites.  These 
will typically be served through our charity partners who will also 
have detailed privacy policies relating directly to their activities. 
Clicking on any such sponsored links will send you to the partners’ 
website through a referral program which may use cookies and will 
track the number of referrals sent from this website.  This may in-
clude the use of cookies which may in turn be saved on your Inter-
net based communication device.  Users should therefore note they 
click on sponsored external links at their own risk and we cannot be 
held liable for any implications caused by visiting any external links 
mentioned.

Contact & Communication with us
Users contacting this us through this website do so at their own dis-
cretion and provide any such personal details requested at their 
own risk.  Your personal information is kept private and stored se-
curely until a time it is no longer required or has no use. Where we 
have indicated stated and been made you aware of the fact, and 
where you have given your express permission, we may use your 
details to send you information about the charity and the sector in 
general through a mailing list system.

Data Processing
While T Watches will be the data controller for any personal infor-
mation supplied, we will work with selected partners that provide 
data processing services to us.  Examples of these organisations 
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include our website host, volunteer database system and IT sup-
port.  In each case we take steps to ensure our suppliers are GDPR 
compliant and are only acting as a data processor and not a data 
controller.  This ensures that our service suppliers cannot make use 
of any personal data they are holding on behalf of T Watches.

External Website Links & Third Parties
Although we only look to include quality, safe and relevant external 
links, users are advised to adopt caution before clicking any exter-
nal web links mentioned throughout this website. Shortened URLs; 
URL shortening is a technique used on the web to shorten URLs 
(Uniform Resource Locators) to something substantially shorter. 
 This technique is especially used in social media.  Users should 
take caution before clicking on shortened URL links and verify their 
authenticity before proceeding. We cannot guarantee or verify the 
contents of any externally linked website despite our best efforts. 
 Users should therefore note they click on external links at their own 
risk and we cannot be held liable for any damages or implications 
caused by visiting any external links mentioned.

Social Media Policy & Usage
We ensure that T Watches and its staff conduct themselves accord-
ingly online.  While we may have official profiles on social media 
platforms users are advised to verify authenticity of such profiles 
before engaging with, or sharing information with such profiles.  We 
will never ask for personal details, such as passwords, on social 
media platforms.  Users are advised to conduct themselves appro-
priately when engaging with us on social media. There may be in-
stances where our website features social sharing buttons, which 
help share web content directly from web pages to the respective 
social media platforms.  You use social sharing buttons at your own 
discretion and accept that doing so may publish content to your so-
cial media profile feed or page.

Changes to our privacy policy
T Watches may update this policy from time to time by publishing a 
new version on our website and you should check this page occa-



sionally to ensure you are happy with any changes to this policy. 
 Any changes we may make to our privacy policy in the future will 
be posted on this page.

Contact
Questions, comments and requests regarding this privacy policy are 
welcomed and should be addressed to info@t-watches.co.uk

What is a cookie?
A cookie is a small data file that is downloaded to your computer 
when a website is visited. Normally this is a text file that can be 
opened on Notebook and will contain a reference number identify-
ing the website and unique visitor code. This code is then used to 
identify repeat visitors to a site and in some cases can avoid repeti-
tive input of data, retain user settings and preferences or remember 
purchases. Cookies are not programmes and cannot contain virus’s 
or malware.
How does T Watches use cookies?
First Party Cookies
These are cookies that are set by this website directly. Google An-
alytics: We use Google Analytics to collect information about visitor 
behaviour on our website. Google Analytics stores information 
about what pages you visit, how long you are on the site, how you 
got here and what you click on. This Analytics data is collected via a 
JavaScript tag in the pages of our site and is not tied to personally 
identifiable information. We therefore do not collect or store your 
personal information (e.g. your name or address) so this information 
cannot be used to identify who you are. You can find out more 
about Google’s position on privacy as regards its analytics service 
at https://support.google.com/analytics/answer/6004245 Word-
Press: Our websites runs the popular WordPress CMS and cookies 
are used to store basic data on your interactions with WordPress, 
and whether you have logged into WordPress. We use a session 
cookie to remember your log-in for you if you are a registered user 
and we deem these as being strictly necessary to the working of the 
website. If these are disabled then various functionality on the site 
will be broken. More information on session cookies and what they 
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are used for at http://www.allaboutcookies.org/cookies/session-
cookies-used-for.html
Third Party Cookies
These are cookies set on your machine by external websites whose 
services are used on this site. Cookies of this type are the sharing 
buttons across the site allow visitors to share content onto social 
networks. In order to implement these buttons, and connect them to 
the relevant social networks and external sites, there are scripts 
from domains outside of our website. You should be aware that 
these sites are likely to be collecting information about what you are 
doing all around the internet, including on this website. You should 
check the respective policies of each of these sites to see how ex-
actly they use your information and to find out how to opt out, or 
delete, such information
Turning Off Cookies
Cookies are in the large part harmless as they are not programmes 
and cannot make changes to your computer. However if you have 
any concerns you can opt to turn off cookies from your browser or 
receive a prompt if a website would like to download a cookie. How 
this is done will depend on the browser you are using. A good guide 
for more information is on the about cookies website http://
www.aboutcookies.org/Default.aspx?page=1
More Information
If you would like to read more about Cookies and their purpose the 
below sites may be of interest

• http://www.bbc.co.uk/webwise/guides/about-cookies
• http://en.wikipedia.org/wiki/HTTP_cookie
• http://www.allaboutcookies.org

T Watches Policy on Data Protection
Policy Statement

• T watches Limited (T Watches, T-Watches) collects and 
uses information about people within the community and with whom 
it communicates. This personal information must be dealt with 
properly and securely however it is collected, recorded and used – 
whether on paper, in a computer or portable electronic device, or 
recorded on other material – and there are legal safeguards to pro-
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tect information in the Global Data Protection Regulation (GDPR) 
and Data Protection Act 2018 (DPA) (the Acts) and any equivalent 
subsequent regulation.

• T Watches regards the lawful and correct treatment of 
personal information as important to the successful and efficient 
performance of its functions and to maintain confidence between 
those with whom it deals.

• To this end T Watches endorses and adheres to the Prin-
ciples of Data Protection, as set out in the Acts and subsequent leg-
islation.

• This Policy should be read in conjunction with (1) the T 
Watches web-based Privacy Policy and (2) T Watches Policy on 
Business Continuity Management, which specifically refers to data 
storage and IT security.
Purpose

• The purpose of this policy is to ensure that the staff and 
Directors of T Watches are clear about the purpose and principles 
of Data Protection and to ensure that T Watches has guidelines and 
procedures in place which are consistently followed.

• Failure to adhere to the Acts and subsequent legislation 
is unlawful and could result in legal action being taken against T 
Watches or its staff, or Directors.

• Everyone who works for or with T watches has some re-
sponsibility for ensuring data is collected, stored and handled ap-
propriately.
Principles

• The Acts regulate the processing of information relating to 
living and identifiable individuals (data subjects). This includes the 
obtaining, holding, using or disclosing of such information and cov-
ers electronic records as well as manual filing systems, including 
card indexes.

• Data users must comply with the data protection princi-
ples of good practice which underpin the Act. To comply with the 
law, information must be collected and used fairly, stored safely and 
not disclosed to any other person unlawfully.

• To do this T Watches follows the eight Data Protection 
Principles outlined in the Acts, which are summarised below:

1 Personal data will be processed fairly and lawfully



2 Data will only be collected and used for specified purpos-
es

3 Data will be adequate, relevant and not excessive
4 Data will be accurate and up to date
5 Data will not be held any longer than necessary
6 Data subject’s rights will be respected
7 Data will be kept safe from unauthorised access, acciden-

tal loss or damage
8 Data will not be transferred to a country outside the Eu-

ropean Economic Area, unless that country has equivalent levels of 
protection for personal data.
The Principles apply to “personal data” which is information held on 
electronic or in manual filing systems from which they are identifi-
able.  T Watches employees and Directors who process or use any 
personal information in the course of their duties will ensure that 
these principles are followed at all times.

The Risks
This policy is aimed to protect T Watches from actual data security 
risk, including:

• Breaches of confidentiality – information being given out 
inappropriately;

• Failing to offer choice – individuals should be free to 
choose how a corporate uses data relating to them, and

• Reputational damage - if an unauthorised third-party 
gained access to sensitive data.

Procedures
The following procedures have been developed in order to ensure 
that T Watches meets its responsibilities in terms of Data Protec-
tion. For the purposes of these procedures data collected, stored 
and used by T Watches falls into two broad categories:

• T Watches’s internal data records - staff and Directors
• T Watches external data records - customers, clients.
• T watches as a body is a DATA CONTROLLER under the 

Act, and the Board of Trustees is ultimately responsible for the poli-
cy’s implementation.



General staff guidelines
• T Watches operates a “Clear Desk Policy” at all times.
• The only people able to access data covered by this poli-

cy should be those who need it for their work.
• Data should not be shared informally. When access to 

confidential information is required, employees can request it from 
their line manager.

• T Watches will provide training to all employees to help 
them understand their responsibilities when handling data.

• Employees should keep all data secure by taking sensi-
ble precautions and following the guidelines contained in this policy.

• Strong passwords must be used and they should never 
be shared.

• Personal data should not be disclosed to unauthorised 
people, either within T Watches or externally.

• Data should be regularly reviewed and updated if it is 
found to be out of date. If no longer required, it should be deleted 
and disposed of in accordance with the schedule detailed below.

• Employees should request help and advice from the Di-
rector if they are unsure about any aspect of data protection.

• The contact details of staff and Directors will only made 
available to other staff and Directors. Any other information supplied 
on application will be kept in a secure filing cabinet or data-file and 
is not accessed during the day-to-day running of the company.

• Contact details of staff will not be passed on to anyone 
outside the organisation without their explicit consent.

• Upon request, staff and Directors will be supplied with a 
copy of their personal data held by the charity.

• All confidential post must be opened by the addressee 
only.

Data storage
These rules describe how and where data should be safely stored.

• When data is stored on paper, it should be kept in a se-
cure place where unauthorised personnel cannot see it.



• These guidelines also apply to data that is usually stored 
electronically but has been printed out for some reason.

• When not required, the paper or files should be kept in a 
locked drawer or locked filing cabinet.

• Employees should make sure paper and printouts are not 
left where unauthorised people could see them, like on a printer or 
photo-copier.

• Data printouts should be shredded and disposed of se-
curely when no longer required.

• When data is stored electronically, it must be protected 
from unauthorised access, accidental deletion and malicious hack-
ing attempts.

• Data should be protected by strong passwords that are 
changed regularly and never shared between employees.

• If data is stored on removable media (like a thumb-drive), 
these should be encrypted and kept locked away securely when not 
being used.

• Data should only be stored on designated drives and 
servers or in the CLOUD

• Data should be backed-up frequently. Those backups 
should be tested regularly, in line with the company’s standard 
back-up procedures.

• Personal data should never be saved directly to mobile 
devices like smart phones.

• All servers and computers containing data should be pro-
tected by approved security software and a firewall.
Data use

• Personal data is of no value to T Watches unless the 
company has a specific use for it. However, it is when personal data 
is accessed and used that it can be at the greatest risk of loss, cor-
ruption or theft.

• When working with personal data, employees should en-
sure the screens of their computers are always locked when left 
unattended.

• Personal data should not be shared informally. In particu-
lar, it should never be sent by email, as this form of communication 
is not secure.



• Data must be encrypted before being transferred elec-
tronically. The General Manager can explain how to send data to 
authorised external contacts.

• Personal data should never be transferred outside of the 
European Economic Area.

• Employees should not save copies of personal data to 
their own computers. Always access and update the central copy of 
any data.

Data accuracy
• The law requires T Watches to take reasonable steps to 

ensure data is kept accurate and up to date.
• The more important it is that the personal data is accu-

rate, the greater the effort T Watches should put into ensuring its 
accuracy.

• It is the responsibility of all employees who work with data 
to take reasonable steps to ensure it is kept as accurate and up to 
date as possible.

• Data will be held in as few places as necessary. Staff 
should not create any unnecessary additional data sets.

• Staff should take every opportunity to ensure data is up-
dated. For instance, by confirming a customer’s details when they 
call.

• The staff of T Watches will make it easy for data subjects 
to update the information it holds about them. For instance, via the 
website.

• Data should be updated as and when inaccuracies are 
discovered. For instance, if a volunteer can no longer be reached 
on their stored telephone number, it should be removed from the 
database.

• T Watches will take reasonable steps to keep personal 
data up to date and accurate. Personal data will be stored for 20 
years after an employee or Director has worked for the organisation 
and brief details for longer.  Unless the organisation is specifically 
asked by an individual to destroy their details it will normally keep 
them on file for future reference.  The Directors have responsibility 
for destroying personnel files.



Subject access requests
All individuals who are the subject of personal data held by T 
Watches are entitled to:

• Ask what information the charity holds about them and 
why.

• Ask how to gain access to it.
• Be informed how to keep it up to date.
• Be informed how the company is meeting its data protec-

tion obligations.
If an individual contacts T Watches requesting this information, this 
is called a Subject Access Request.  Subject access requests from 
individuals should be made by email, addressed to the Chief Oper-
ating Officer (COO) at info@t-watches.co.uk. The COO can supply 
a standard request form, although individuals do not have to use 
this.  Individuals will be charged £10 per subject access request. 
 The COO will aim to provide the relevant data within 14 days, who 
will, of course, verify the identity of anyone making a subject access 
request before handing over any information.

Disclosing data for other reasons
• In certain circumstances, the Acts allow personal data to 

be disclosed to law enforcement agencies without the consent of 
the data subject.

• Under these circumstances, T Watches will disclose re-
quested data. However, the CCO will ensure the request is legiti-
mate, seeking assistance from the board and from the company’s 
legal advisers where necessary.
Providing information
T Watches aims to ensure that individuals are aware that their data 
is being processed, and that they understand:

• How the data is being used;
• How to exercise their rights;
• To these ends, T Watches has a web-based privacy 

statement, setting out how data relating to individuals is used by the 
charity.

• Internal data records.



Purposes
T Watches obtains personal data (names, addresses, telephone 
numbers, email addresses), application forms, and references and 
in some cases other documents from staff and Directors.  This data 
is stored and processed for the following purposes:

• Recruitment;
• Equal Opportunities monitoring;
• The objectives of T Watches;
• To distribute relevant organisational material, e.g. meet-

ing papers;
Storage

• Personal data is kept in paper-based systems and on a 
password-protected computer system. Every effort is made to en-
sure that data is stored in organised and secure systems.

• T Watches operates a clear desk policy at all times.

Use of Photographs
Where practicable, T Watches will seek consent from individuals 
before displaying photographs in which they appear.  If this is not 
possible (for example, a large group photo), the organisation will 
remove any photograph if a complaint is received.  This policy also 
applies to photographs published on T Watches website or in our 
publications.

Use of the Cloud and International Access
• The Board of Directors has agreed to use Cloud-Comput-

ing for storage.
• In accordance with the Acts no electronic data relevant to 

T Watches should be stored internationally.
External data records
Purposes

• T Watches obtains personal data (such as names, ad-
dresses, and telephone numbers) from members/clients. This data 
is obtained, stored and processed solely to assist staff and volun-
teers in the efficient running of services.  Personal details supplied 
are only used to send material that is potentially useful.  Most of this 
information is stored on the organisation’s database.



• T Watches obtains personal data and information from 
clients and members in order to provide services. This data is 
stored and processed only for the purposes outlined in the agree-
ment and service specification signed by the client/member.
Consent

• Personal data is collected over the telephone by corre-
spondence and using other methods such as e-mail. During this ini-
tial contact, the data owner is given an explanation of how this in-
formation will be used, in accordance with the Acts.

• Personal data will not be passed on to anyone outside 
the organisation without explicit consent from the data owner unless 
there is a legal duty of disclosure under other legislation, in which 
case the Directors will discuss and agree disclosure. Only if consent 
has been given will contact details held on T Watches database be 
made available to groups/individuals outside of the organisation. In-
dividuals must be made aware of when their details are being col-
lected for the database and their written consent given.
Access

• Only T Watches staff, and Directors will normally have 
access to personal data. All staff are made aware of the Data Pro-
tection Policy and their obligation not to disclose personal data to 
anyone who is not supposed to have it.

• Information supplied is kept in a secure filing, paper and 
electronic system and is only accessed by those individuals in-
volved in the delivery of the service.

• Information will not be passed on to anyone outside of T 
Watches without their explicit consent, except under legal require-
ment, e.g. the Inland Revenue.

• Individuals will be supplied with a copy of any of their 
personal data held by T Watches if a request is made.

• All confidential post must be opened by the addressee 
only.

Accuracy
• T Watches will take reasonable steps to keep personal 

data up to date and accurate. Personal data will be stored for as 
long as the data owner/client/member uses our services and nor-



mally longer.  Where an individual ceases to use our services and it 
is not deemed appropriate to keep their records, their records will 
be destroyed.  Records will be destroyed in accordance with the 
Acts requirements.

• If a request is received from an organisation/individual to 
destroy their records, T Watches will remove their details from the 
database and request that all staff holding paper or electronic de-
tails for the organisation destroy them.
Storage

• Personal data may be kept in paper-based systems and 
on a password-protected computer system. Paper-based data are 
stored in organised and secure systems.

• T Watches operates a clear desk policy at all times.
Responsibilities of staff, volunteers and Directors
During the course of their duties with T Watches, staff and Directors 
will be dealing with information such as names/addresses/tele-
phone numbers/e-mail addresses of members/clients/volunteers. 
They may be told or overhear sensitive information while working 
for T Watches.  The Acts and subsequent legislation give specific 
guidance on how this information should be dealt with.  In short, to 
comply with the law, personal information must be collected and 
used fairly, stored securely and not disclosed to any other person 
unlawfully.  Staff, paid or unpaid must abide by this policy.

Compliance
• Compliance with the Act is the responsibility of all staff, 

paid or unpaid. T Watches will regard any unlawful breach of any 
provision of the Act by any staff, paid or unpaid, as a serious matter 
which will result in disciplinary action.  Any employee who breaches 
this policy statement will be dealt with under the disciplinary proce-
dure which may result in dismissal for gross misconduct.  Any such 
breach could also lead to criminal prosecution.

• Any questions or concerns about the interpretation or op-
eration of this policy statement should in the first instance be re-
ferred to the COO Retention of Data (see schedule below)

• No documents or personal data will be stored for longer 
than is appropriate.



• All documents containing personal data will be disposed 
of securely in accordance with the Data Protection principles.
  Approved by:                                             Directors T Watches Ltd


