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Purpose:
This template is to be used to create a privacy notice to accompany an NCMH research study Expression of Interest (EOI) form. This applies to National Centre for Mental Health research study (core or internal collaborator projects) where an EOI is used for participants to register their interest in a study and the personal data is stored with the NCMH team. A link to a privacy notice must be used so potential participants understand how their personal information will be stored and used.

This privacy notice is not required for projects where the personal data from the EOI form won’t be accessed or stored by NCMH e.g for external collaborator projects. Studies such as this should provide their own EOI privacy notice.

Instructions
· Please use the template below to develop a privacy notice, save as a webpage and add a link to your EOI form. 
· Delete or replace the text in [] as appropriate, with the details specific to your study.


Disclaimer: When using this document, please ensure that the version you are using is the most up to date by contacting the NCMH Centre Manager to confirm the current version: ncmhdata@cardiff.ac.uk.











[NAME OF STUDY] Expression of Interest Form – Privacy Notice

You have expressed an interest in [NAME OF STUDY]. In completing the expression of interest form, you have provided information about yourself (‘personal data’). This privacy notice sets out the ways in which your personal data will be used. 

Data controller
Cardiff University is considered the Data Controller of the personal data which you provide and as such is legally responsible for processing your personal data in accordance with data protection legislation. 

The University is registered as a Data Controller with the Information Commissioner’s Office (ICO) to process personal data. Registration number Z6549747. 

What personal data will we collect?
In order to register your interest in [NAME OF STUDY], the National Centre for Mental Health (NCMH) will require the following information from you:

· First name
· Last name
· Email address
· [STUDY SPECIFIC INFORMATION TO BE ADDED]

If you decide to join the study, you may be asked for further personal data. This will be limited to the information necessary to the study. You will be provided with additional data protection information if you join the study.

How your personal data will be used
You are registering your interest in [NAME OF STUDY]. Your personal data will be stored and used to contact you (typically via email but we may use any of the contact details you provided) with further information about the study to help you decide if you would like to take part. 

The NCMH team may also conduct some data analysis to look at things like how many people have completed an expression of interest form and how many people then signed up for the study. All data will be anonymous and no individuals will be personally identified.

What is the legal basis for processing your personal data?
By submitting this form you are giving consent for us to process your personal data, in accordance with the above, to give you more information about the research study. In line with the requirements of data protection legislation, you have the right to withdraw your consent at any time. If you wish to withdraw your consent to us using your personal data for this particular study, you can do so by emailing ncmhresearch@cardiff.ac.uk or calling +44(0)29 2068 8401. You can also let us know if you would like to stop receiving information about research studies from NCMH altogether, using the same contact details.

We will keep some information about you to make sure we don’t contact you again: name, date of birth, and email address and we will put you on our ‘do not contact’ list. This list is secure and only the core NCMH team will be able to access it.  We will always keep your information safe and confidential. 

Who has access to your personal data?
Personal information will be processed by the core NCMH team at the NCMH, Cardiff University. 

Who will your personal data be shared with outside of the University?
[Note to research team – please delete one of the options below as appropriate]
A) The personal data you provide as part of this expression of interest form in [NAME OF STUDY] will not be shared with anyone outside the University. Where the University uses third party suppliers, those suppliers will be required to handle your data in line with the requirements of data protection legislation.
B) The personal data you provide as part of this expression of interest form in [NAME OF STUDY] will be shared with the lead study team at [ENTER NAME OF ORGANISATION]. Where the University uses third party suppliers, those suppliers will be required to handle your data in line with the requirements of data protection legislation.

How long your personal data will be held?
The data captured via this expression of interest form will be kept until [THE END OF THE RESEARCH PROJECT (THE PROJECT IS EXPECTED TO LAST [ENTER MONTHS/YEARS]) OR [ENTER A DIFFERENT DATA/TIMEPOINT E.G. WHEN RECRUITMENT HAS ENDED]

Your rights
Under data protection legislation, you have certain rights which will be associated with the legal basis on which we process your data. For further information, please see the following guidance published by Cardiff University Your data protection rights - Public information - Cardiff University and by the Information Commissioner’s Office.


More information
If you have any questions or concerns about how your information is stored or used, please contact the NCMH in the first instance: ncmhresearch@cardiff.ac.uk or +44(0)29 2068 8401.

You can also find more information about Cardiff University’s data protection rights: Your data protection rights - Public information - Cardiff University and data protection complaints procedure: Our data protection policy - Public information - Cardiff University, if your concern or complaint hasn’t been suitably addressed by the NCMH team.

The Information Commissioner’s office is responsible for regulating data protection in the UK. We hope to resolve any of your questions or concerns, but if you remain dissatisfied you can contact the Information Commissioner's Office: Contact us | ICO.
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