[image: image1.png]Co-Production
Collective





Co-Production Collective, UCL
LOCAL PRIVACY NOTICE AND COOKIE POLICY
Privacy Notice

1. Introduction 
Co-Production Collective, UCL (“we” “us”, or “our”) respects your privacy and is committed to protecting your personal data. 
This privacy notice is designed to help you understand how we use and protect information from any individual who:

· Contacts Co-Production Collective by any means

· Provides services to Co-Production Collective 

· Co-produces with Co-Production Collective

· Visits or and uses Co-Production Collective at UCL’s website 
e.g. www.coproductioncollective.co.uk and its subdomains

· Requests information under the information compliance legislation, e.g. data protection or freedom of information

· Provides Co-Production Collective at UCL with unsolicited personal information.

Please read this Privacy Notice carefully – it describes why and how we collect and use personal data and provides information about your rights. It applies to personal data provided to us, both by individuals themselves or by third parties and supplements the following wider UCL privacy notice):

· General privacy notice when you visit UCL’s website 
We keep this Privacy Notice under regular review. It was last updated on 5 June 2026.
2. About us
Co-Production Collective is part of the UCL Co-production and Public Engagement team that sits within the Library, Culture Collections and Open Sciences department at University College London (UCL).
UCL, a company incorporated by Royal Charter (number RC 000631), is the entity that determines how and why your personal data is processed. This means that UCL is the ‘controller’ of your personal data for the purposes of data protection law.
3. Personal data that we collect about you

Personal data, or personal information, means any information about an individual from which that person can be identified. It does not include data where the identity has been removed (anonymous data).

We may collect, use, store and transfer different kinds of personal data about you. This may include:

· Personal details (such as your name, contact details and email address) that you provide by contacting us, requesting information or submitting your information via the website.
· ‘Special category’ data about you (this may include details about your race or ethnicity, religion, age, sexual orientation, information about your health and accessibility needs etc.) 
· The names and other details about third parties who are involved in the issues we are helping you with.
4. How we use your personal data

We will only use your personal data when the law allows us to. Most commonly, we will use your personal data in the following circumstances:

· To register you as a member of our community and to manage our relationship with you. 
· To help you with your enquiry: Depending on the circumstances, this may include special category personal data. Here, the processing of your information is carried out on the basis of your explicit consent.

· To find out the types of things you would like to get involved in at Co-Production Collective and provide you with relevant opportunities and support you with your involvement. Depending on the circumstances, this may include special category personal data. Here, the processing of your information is carried out on the basis of your explicit consent.


· Your responses to surveys which we ask you to complete for research or other purposes.

· Any other information you post, email or otherwise send to us.

· How you use our website and where available, your IP address, operating system and browser type.

We will also collect personal information about website usage through cookies in accordance with our Cookies Policy which you will find below. 
Where the processing is based on your consent, you have the right to withdraw your consent at any time by contacting us using the details set out below. Please note that this will not affect the lawfulness of processing based on consent before its withdrawal.
We may also use anonymised data, meaning data from which you cannot be identified, for the purposes of:

· Service evaluation;

· Education and research; or
· Promotional purposes. 
Anonymised data may also be used in published reports or journals and at conferences.
5. Who we share your personal data with
Your personal data will be collected and processed primarily by our staff and UCL. Access to your personal information is limited to staff who have a legitimate need to see it for the purpose of carrying out their job at Co-Production Collective which is part of the UCL Co-production and Public Engagement team at UCL (University College London). 
We may have to share your personal data with the parties set out below for the purposes outlined in section 4:

· Google Analytics (who provide the analytics for our website)
· Microsoft (for surveys working collaboratively with us on Teams and SharePoint etc) 

· Webflow (which is the platform our website is on)
· Dotdigital (which is our Newsletter provider) 
We require all third parties to respect the security of your personal data and to treat it in accordance with the law. We do not allow our third party service providers to use your personal data for their own purposes – we only permit them to process your personal data for specified purposes and in accordance with our instructions.
6. Lawful basis for processing

Data Protection Legislation requires that we meet certain conditions before we are allowed to use your data in the manner described in this notice, including having a "lawful basis" for the processing. The basis for processing will be as follows: 

· Consent. You have given us your consent for processing your personal data. 

· Contract. The processing is necessary for the performance of a contract or in order to take steps prior to entering into a contract.
· Public task. The processing of your personal data may be necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in us.

· Legitimate interests. The processing of your personal data may be necessary for the purposes of the legitimate interests pursued by us or by a third party, except where such interests are overridden by your interests or by fundamental rights and freedoms which require protection of personal data.

For special category personal data, the following lawful bases for processing will be used:

· To help you with your enquiry or request (performance of a contract, public task, lawful interest).
· To manage the relationship with our suppliers and partners (performance of a contract, legitimate interests (necessary to ensure our suppliers and partners carry out their tasks appropriately).
· To comply with a legal or regulatory obligation (lawful interest).
· To enable us to provide you with a service we offer (performance of a contract).
· To process feedback and improve our services (legitimate interests (to develop and improve our services).
· To manage and improve the web system and troubleshoot problems (legitimate interests).
· Where personal information is collected on Co-Production Collective’s website, for instance through a web form or survey, users will be informed why this is being captured and who (if anyone) it will be shared with on the webpage it appears on. Co-Production Collective also uses Google Analytics, a web analytics service provided by Google, Inc. ("Google") to understand how visitors engage with our website and so we can improve it. You can view Google’s Privacy Policy and find out how you can opt out of Google Analytics via your browser.

Marketing/publicity materials

· If you attend a session with Co-Production Collective, we may take photos to post on our website or social media. We will always let you know about this in our joining instructions and during the session itself. If you do not wish to be in these, you can always let us know. 

7. International transfers

· We may use third party providers to deliver our services, such as externally hosted software or cloud providers, and those providers may involve transfers of personal data outside of the UK. Whenever we do this, to ensure that your personal data is treated by those third parties securely and in a way that is consistent with UK data protection law, we require such third parties to agree to put in place safeguards. This may include specific contracts approved for use in the UK which give personal data the same protection it has in the UK or other equivalent measures as required.

· Please contact us if you want further information on the specific mechanism used by us when transferring your personal data out of the UK.

8. Information security
We have put in place appropriate security measures to prevent your personal data from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. We have established procedures to deal with any suspected personal data breach and will notify you and any applicable regulator of a breach where we are legally required to do so.

9. Data retention

We will only retain your personal data for as long as necessary to fulfil the purposes we collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements.
We will keep your personal data according to our Records Retention Schedule as follows:

· Data entered into the “Join our community” form will be kept for 5 years. After this time, we will contact you to ask if you are happy with Co-Production Collective keeping the data for longer. This is called “opting in”. If you do not respond within 14 days, we will delete your data. 

· Registrations for Co-Pro Cuppa’s, Co-Creation or other events will be kept for 2 years then deleted.
· Contact lists for projects will be kept for 2 years after the project is completed and then deleted. 

· Data from the “Work with us” form will be deleted after 2 years.
10. Your rights

If you would like to use your right under data protection legislation to your personal data. These are:
· Right to request access to your personal data;

· Right to request correction of your personal data;

· Right to request erasure of your personal data;

· Right to object to processing of your personal data;

· Right to request restriction of the processing your personal data;

· Right to request the transfer of your personal data; and
· Right to withdraw consent.

If you wish to exercise any of these rights, please contact the coproduction@ucl.ac.uk. Or the UCL Data Protection Officer
Contacting us
You can contact Co-Production Collective by telephoning 07741 671 200 or emailing coproduction@ucl.ac.uk
You can contact UCL by telephoning +44 (0)20 7679 2000 or by writing to: University College London, Gower Street, London WC1E 6BT.
Please note that UCL has appointed a Data Protection Officer. If you have any questions about this Privacy Notice, including any requests to exercise your legal rights, please contact our Data Protection Officer using the details set out below:
Data Protection & Freedom of Information Officer

data-protection@ucl.ac.uk 
11. Complaints
If you wish to complain about our use of personal data, please send an email with the details of your complaint to the Data Protection Officer so that we can look into the issue and respond to you. 
You also have the right to lodge a complaint with the Information Commissioner's Office (ICO) (the UK data protection regulator).  For further information on your rights and how to complain to the ICO, please refer to the ICO website.
Cookie Policy 

Like any other website, www.coproductioncollective.co.uk uses 'cookies'. These cookies are used to store information including visitors' preferences, and the pages on the website that the visitor accessed or visited. The information is used to optimize the users' experience by customising our web page content based on visitors' browser type and/or other information.

When you go on our website for the first time you will be asked which cookies you give us permission to use. 

What are cookies?
Cookies are small text files that the web sites you visit place on your computer to store information about your visit. Cookies are 'passive' in that they contain information your browser can retrieve, but do not contain programmes, viruses or malicious software. Cookies normally expire after a certain length of time, although that time can be anywhere from a few minutes to more than a year.
Cookies can be divided into two categories: 'session' and 'persistent'. Session cookies are temporary and are deleted when you close your browser or after a period of inactivity. Persistent cookies remain on your computer until the expiration date/time set by the cookie creator.


What do cookies do? 
Cookies can contain many types of information about your visit to a particular web site, but most commonly are used to store the preferences you've selected, such as language, shopping cart contents, privacy settings and login state. Cookies do not contain personal or private data about you, but can compile information about your browsing habits. For the most part, cookies enhance your browsing experience by keeping you from having to select the same options each time you visit a site.

However, cookies can also be used by web sites to serve you advertising targeted to your particular interests based on the preferences you've selected or the content of the pages you have visited. For this reason, some web users choose to delete or reject cookies of certain types or from certain sites.

Which cookies does Co-Production Collective use?
Most cookies you will encounter when browsing the Co-Production Collective website are considered 'third party' cookies. This simply means the UCL web site has used a feature supplied by an external provider, such as Bluesky or LinkedIn which sets the cookie. Third party cookies are not inherently more or less risky than first party cookies. The only thing to bear in mind is that the external provider, not UCL, determines what type of information is stored and how it is used.
The most common type of cookie used on Co-Production Collective’s website is set by Google Analytics, which provides anonymous statistical data to us to show usage trends and to aid in making decisions about what types of content are most popular.
Essential Cookies

Essential cookies are required to enable the basic features of this site. These cookies do not store any personally identifiable data.

Analytics cookies

Analytics help us understand how you interact with our website, collecting anonymous statistical data on which pages you visit and how long you stay on each page what country or town you come from. We use Google Analytics to do this to help us improve your website experience and understand your interests from these and inform our communications in the future.  

How do we use cookies?

We use cookies in a range of ways to improve your experience on our site, including:
· Understanding how you use our site

· Embedding third party social content (LinkedIn, Bluesky YouTube etc.)

· Giving you tools to share via social channels

· Remembering your site options (e.g. to remember not to show the cookie pop up)

What are web beacons and how does Co-Production Collective use them?
Web beacons are small invisible graphics files (typically 1x1 pixel) that are downloaded from a server when you open or click on most HTML email newsletters (email newsletters that feature a consistent graphic design. According to the Cambridge dictionary HTML is the “abbreviation for hypertext markup language: a way of marking text so that it can be seen on the internet.”
Co-Production Collective works with Dotdigital to create and deliver HTML email newsletters. Web beacons and similar technologies are used by these newsletters to enable Co-Production Collective to know which of our recipients open the newsletters, when they do so, the browsers that they use, and the links that they click on in Co-Production Collective newsletters. This information allows Co-Production Collective to improve the service provided to you via email newsletters and potentially to customise the service/communications we provide to you.

Co-Production Collective and its service providers store any information collected in a confidential and secure environment, and never pass this information to any third parties. You can unsubscribe from our email newsletters at any time by clicking on the relevant link at the bottom of the newsletter.
Additional methods to opt out of cookies
For more information about analytics and advertising cookies and how you can opt out, you can visit the Network Advertising Initiative’s opt-out page, the Digital Advertising Alliance’s opt-out page, or Your Online Choices website.

More information about Cookies

Can I delete cookies?
Yes, you can both view the cookies stored on your computer and delete some or all of them. However, each browser has a slightly different procedure for doing so.

Note that in some cases, deleting cookies will impact your experience in revisiting a site. For example, you may be forced to log in again, or items added to your shopping cart will have disappeared.

Can I set my browser to block cookies

Yes, most browsers allow you to specify which types of cookies you will accept or to reject all cookies. As each browser is different, here are some of the most common ones:

· Firefox
· Internet Explorer
· Chrome

As above, you may see an alert message when visiting some sites that recommends you accept cookies for an optimal browsing experience.

Further information
If you have any questions or require further information please contact Co-Production Collective on coproduction@ucl.ac.uk. 



