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Privacy Policy 
 

Introduction 

1.1 The Sustainable Travel Collective values underpin our clear vision, objectives, strategies, 
policies, and procedures because they provide an anchor and a reference point for all things 
that happen. We are advocates for cycling, sustainable and active travel and favour partners 
who are ethically sound.  We are proud to add social value and deliver economic growth by 
improving access to jobs, education and services and improving the skills, health & safety of 
communities. We are fair, open and transparent with our partners and associates and pride 
ourselves in being friendly, approachable, listening, flexible and innovative in the work that 
we do.   

 
1.2 Sustainable Travel Collective is committed to providing a positive working environment 

which will help us deliver against our values and ensure our reputation is defined by 
delivering what we say we will do for funders, customers and service users.  We aim to 
provide an open, flexible and diverse working environment with equal opportunities for all 
and where all individuals feel valued and supported.  We will provide regular opportunities 
for employees and colleagues to have their say and will place effective teamwork and 
continuous improvement at the heart of the way we operate. 

 
Purpose 

1.3 We are committed to protecting our clients’ privacy. We will only use the information that 
we collect about clients lawfully (in accordance with the Data Protection Act 1998).  

2.0 Policy statement 

2.1  Ridewise is committed to providing a positive working environment which will help us 
deliver against our values and ensure our reputation is defined by delivering what we say we 
will do for funders, customers and service users.  We aim to provide an open, flexible and 
diverse working environment with equal opportunities for all and where all individuals feel 
valued and supported.  We will provide regular opportunities for employees and colleagues 
to have their say and will place effective teamwork and continuous improvement at the 
heart of the way we operate. 

1.3 We are committed to protecting our clients’ privacy. We will only use the information that 
we collect about clients lawfully (in accordance with the Data Protection Act 1998).  

2.0 Policy statement 
2.1 We collect information about clients for these reasons: 

● To process requests for cycling instruction 
● To record who we have instructed for our funders 
● To provide clients with information where you have given your consent  
● To deal with queries clients have asked us to answer 

2.2 We will not e-mail clients in the future unless they have given us their consent to do so and 
we will give clients the chance to refuse any marketing email from us in the future.  

2.3 The type of information we will collect about clients includes:  
● Name 
● Title 
● Address(es) 
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● phone number(s) 
● email address 
● emergency contact details 
● date of birth 

 
2.4 We will never collect sensitive information about clients without their explicit consent.  
 
2.5 The information we hold will be accurate and up to date. Clients can check the information 

that we hold about them by emailing us. If clients find any inaccuracies we will delete or 
correct them promptly.  

 
2.6 The personal information that we hold, will be held securely in accordance with our internal 

security policy and the law.  
 
2.7 If we intend to transfer clients’ information outside the EEA (European Economic Area) we 

will always obtain their consent first.  
 
2.8 If clients have any questions/comments about privacy, they should contact us via 

customerservices@ridewise.org.uk  
 

Disclosure of personal information 

We may share personal information with the following parties: 
o Companies in the same group of companies as us: for providing a service to you. 

o Any party approved by you – preferably in writing. 

o Other service providers to our business and advisors: for example, payroll, pension 
administration, benefits provision, professional advisors and administration and IT 
services.  All our third-party service providers and other entities in the group are required 
to take appropriate security measures to protect your personal information.  

o Prospective new employers: for the provision of references for you; 

o The Government or our regulators: where we are required to do so by law or to assist with 
their investigations or initiatives for the financial services industry, including but not limited 
to the [Financial Conduct Authority and Prudential Regulation Authority.] 

o Police, law enforcement and security services: to assist with the investigation and 
prevention of crime and the protection of national security. 

We do not disclose personal information to anyone else except as set out above. 
 

Transferring personal information internationally 

The personal information we collect is not transferred to and stored in countries outside of the 
UK and the European Union. 
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How long do we keep personal information 
The duration for which we retain personal information will differ depending on the type of information 
and the reason why we collected it from you. However, in some cases personal information may be 
retained on a long-term basis: for example, personal information that we need to retain for legal 
purposes will normally be retained in accordance with usual commercial practice and regulatory 
requirements.  Generally, where there is no legal requirement we retain all physical and electronic 
records for a period of 5 years after your employment/work ends).  Exceptions to this rule are: 

o Details regarding unsuccessful job applicants where we hold records for a period of not more 
than 6 months; 

o Information that may be relevant to personal injury claims, employment claims, discrimination 
claims may be retained until the limitation period for those types of claims has expired.  For 
personal injury or discrimination claims this can be an extended period as the limitation period 
might not start to run until a long time after you have worked for us. 

o Information that may be useful to a pension provider or benefit provider which we may retain 
for the period that your pension or benefit is payable.  

Rights in relation to personal data 
Individuals have the following rights in relation to their personal information:  

o the right to be informed about how their personal information is being used; 

o the right to access the personal information we hold about them;  

o the right to request the correction of inaccurate personal information we hold about them;  

o the right to request the erasure of personal information in certain limited circumstances; 

o the right to restrict processing of personal information where certain requirements are met;  

o the right to object to the processing of personal information; 

o the right to request that we transfer elements of data either to them or another service provider; 
and 

o the right to object to certain automated decision-making processes using their personal 
information.  

It should be noted that some of these rights, for example the right to require us to transfer your data 
to another service provider or the right to object to automated decision making, may not apply as they 
have specific requirements and exemptions which apply to them and they may not apply to personal 
information recorded and stored by us.  For example, we do not use automated decision making in 
relation to their personal data.  However, some have no conditions attached, so the right to withdraw 
consent or object to processing for direct marketing are absolute rights. 

Whilst this privacy notice sets out a general summary of legal rights in respect of personal information, 
this is a very complex area of law. More information about legal rights can be found on the Information 
Commissioner’s website at https://ico.org.uk/for-the-public/. 
To exercise any of the above rights, please contact us by using the details set out in the "Contacting 
us" section below. 
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Protection of Customer and Instructor Personal Data 
We take the safeguarding and privacy of data very seriously and we will ensure that: 

● All IT devices (PC’s, Smartphones, tablets, laptops etc) are security protected (password, PIN, 
fingerprint or face/eye recognition).  

● In event documents are used for home working they will be in locked cabinets or draws 
whilst not in use.  

● Registers with personal data will not be left around openly. 

● All relevant paper documents will be filed in our offices in locked cabinets with access 
restricted to key personnel.  

● Mail applications and access to personal data will be password protected. 

● Security software will be kept updated  

● We will not use mobile storage media to store personal data unless the personal data on the 
media is encrypted. 

● Passwords will not be shared or sent by email. 

● Unique logins and passwords for any of our IT systems will not be disclosed to others.  

● Any request to transfer personal data will be reviewed by our Data Protection Officer (Helen 
Hemstock). 

● Once an interaction with a customer is complete we will delete all personal data relating to 
that customer from our records.       

● We will use confidential waste disposal for any papers containing personal data and either 
use a confidential waste service or have them shredded before placing them in the ordinary 
waste disposal. 

 

 

 


