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Suffolk User Forum (SUF)  

Privacy Notice and Information 

Understanding your rights and choices about the personal 

information that you have shared with SUF. 
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Who in SUF takes the lead for Data Protection? 

The person with day-to-day responsibility for data protection 
is the SUF Manager who leads on; 

• Reviewing SUF’s data protection policy and 
procedures 

• implementing the policy across SUF 
• monitoring staff compliance to the policy and 

procedures 
• overseeing all subject access requests and consent 

changes. 

 

This booklet sets out in an easy to read format your 

rights about the way in which SUF collects and uses your 

personal information. It includes your rights and choices 

under new Data Protection Regulations that come into 

force from 25th May 2018, called the General Data 

Protection Regulations (GDPR). If you wish to know 

more about SUF’s compliance with this legislation you 

can read our full policy and procedure on the SUF 

website 

www.suffolksuerforum.co.uk  

Or ask us to send you a copy by telephoning SUF on 

01473 907087. 

http://www.suffolksuerforum.co.uk/
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Can I have access to the information that SUF 
holds about me?  

Under the General Data Protection Regulations (GDPR), 
you have the right to receive: 

• confirmation that your data is being processed by SUF 

• access to the personal data that SUF holds about you 

• and information about SUF’s privacy notices. 

 

 
Why might I ask for this information? 

You might ask for this information so that you can check 

what information SUF holds about you, so you can check 

it’s correct. 

You might want to know more about how SUF uses your 

information and to check that SUF is operating lawfully.  

If you ask for this information you will be making what is 

known as a subject access request. 

Will SUF charge a fee if I make a subject access 

request? 

SUF will provide a copy of the information free of charge.  

In very rare cases we may charge a ‘reasonable fee’ (based 
on the administrative cost of providing the information) if any 
request is seen to be unfounded or excessive, or repetitive. 

We may also charge a reasonable fee to comply with 
requests for further copies of the same information.  
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How long will I have to wait to receive the 

information from a subject access request? 

In most cases SUF will provide the information to you 

without delay and at the latest within one month of receipt 

of your subject access request. 

If your request is complex, we promise to let you know that 

we will need two months to provide the information. At the 

same time, we will also explain why your information will 

take longer to provide. 

How do I make a subject access request? 

You can telephone SUF on 0147907087 or you can send 

us an email to; 

hello@suffolkuserforum.co.uk 

We will let you know we have received your request. We 

will also need to confirm your identity, based on the 

information you have already provided to us. 

How will I receive the information I have 

requested? 

Where possible SUF will provide your information 

electronically, as a PDF document, as this is a commonly 

used electronic format. 

If you request paper copies, these will be sent by recorded 

delivery. 

mailto:hello@suffolkuserforum.co.uk
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If the information you have about me is wrong, 

will you change it? 

You have a right to have the information that SUF holds 
about you amended so that it is correct and complete. 

You can do this by telephoning SUF on 01473 907087  

or by emailing us at hello@suffolkuserforum.co.uk 

SUF will make the amendments without delay and within 
one month. 

In very rare cases this may take two months where the 
request is complex. 

 

Can I withdraw my consent? 

You can withdraw all, or your any part of the consent you 

have given us in SUF at any time by calling SUF on; 

01473 907087  

or by emailing us at hello@suffolkuserforum.co.uk 

SUF will make the change without delay and within one 
month. 

 

Is the personal information I give SUF ever 

used for marketing?  

The information you give SUF is never used for marketing. 

It is never shared with any other organisation. You give 

your consent for how it is used as you have the opportunity 

to receive information from SUF such as newsletters, 

emails, involvement opportunities including research. If 

you decide you no longer want to receive information you 

can tell us and ask for your name to be removed from any 

of our contact methods. 

 

mailto:hello@suffolkuserforum.co.uk
mailto:hello@suffolkuserforum.co.uk
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What happens if I wish to temporarily stop SUF 

from using my data? 

You can tell us that you wish for your data to be removed or 

amended. However, If you think SUF has inaccurate personal 

information about you, you can ask us to stop using your 

information until this is corrected, this is called restricting 

processing of your information.  

You can also ask us to stop processing your information if you 

wish to check out whether we are processing your information 

lawfully. All membership information is given by consent, so 

you are in control of how we use your information at all times.  

Will you ever share my personal information 

without my consent?  

Sometimes SUF may have to share your personal 

information without your consent. This would only be in 

very serious situations where we may have to respond to 

a police enquiry, or if a member of SUF staff had 

safeguarding concerns about you, your mental health 

needs or your situation.  

For more information please read the SUF Safeguarding 

Policy on the SUF website 

www.suffolkuserforum.co.uk  

Or you can ask us to send you a copy by telephoning 

SUF on 01473 907087. 

 

 

http://www.suffolkuserforum.co.uk/
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What happens if something goes wrong with the 

information I have given SUF? 

SUF has put in place security measures to try to ensure that 
your information that is held by us is kept safely and 
securely. However sometimes things can go wrong, this is 
called an information breach. This may arise from a theft, a 
deliberate attack on SUF systems, from the unauthorised 
use or from accidental loss or equipment failure.  

SUF has a plan to deal with this, which means that we try to 
understand what has happened and identify who has been 
affected and how serious the matter is. We will be clear 
about who has been affected and decide who needs to be 
informed. This may include the individuals concerned, the 
SUF Board, the SUF commissioners, and other regulatory 
authorities. 

 

How do I complain if I am concerned about 

SUF’s data protection practices? 

If you are concerned about SUF’s information rights 
practices, SUF will deal with this under our Complaints 
procedure, responding to any information rights concerns 
we receive, clarifying how we have processed the 
individual’s personal information in that case and explaining 
how we will put right anything that's gone wrong.  

Please see the SUF complaints procedure, which is on the 
SUF website; 

www.suffolkuserforum.co.uk  

Or you can ask us to send you a copy by telephoning SUF 

on 01473 907087. 

 

 

 

 

 

http://www.suffolkuserforum.co.uk/
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What happens if I am still very unhappy and 

dissatisfied with SUF’s reply to my complaint? 

If after SUF has replied to your complaint you remain 
dissatisfied with SUF’s response, you may report your concern 
to the Information Commissioners Office (ICO). 

Tel: 0303 123 1113 

www.ico.org.uk  

Information Commissioner's Office, Wycliffe House Water 
Lane Wilmslow Cheshire SK9 5AF  

 

What do I do if I have any other questions 

Please contact SUF if you have any other questions. We 

are committed to ensuring that you have as much control 

as possible over the information you share with us and will 

be very happy to help you with any questions you may 

have. 

How to contact SUF 

Telephone SUF on 01473 907087 

                               (Monday to Thursday 9.30-3pm) 

Email us: hello@suffolkuserforum.co.uk 

Send a message through our website: 

www.suffolkuserforum.co.uk  

Write to us at our postal address: 

Suffolk User Forum  

The New Hollies, Unit 3a,  

Grange Business Centre,  

Kesgrave, Ipswich, IP5 2BY 

 

 

 

http://www.ico.org.uk/
mailto:hello@suffolkuserforum.co.uk
http://www.suffolkuserforum.co.uk/

