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1. About this notice

Mannion Daniels Limited ("*Mannion Daniels”) is a UK-based international development
consultancy and fund manager. We work with governments, international
organisations, foundations, civil society organisations and other partners to deliver
consultancy, programme and fund management services internationally.

This Privacy Notice explains how we collect, use, share and protect personal
information in the course of our business.

It applies to personal information relating to:

clients, partners and other professional contacts;

consultants, prospective consultants, suppliers and prospective suppliers;
job applicants;

individuals whose information we process as part of our projects,
programmes and fund management activities;

e people who contact us; and

e visitors to our website.

Mannion Daniels Limited is registered in England and Wales under company number
04105827. Our registered office is:

Lynton House

7-12 Tavistock Square
London

WC1H 9BQ

United Kingdom

For questions about this Privacy Notice or how we use personal information, please
contact:

Data Protection Contact
Email: operationsandcompliance@manniondaniels.com

We process personal information in accordance with the UK General Data Protection
Regulation (UK GDPR), the Data Protection Act 2018 and other applicable data
protection legislation.

2. The information we collect

The personal information we collect depends on our relationship with you and the
purpose for which we need the information.

It may include:
e your name, contact details and organisation;
e job title and professional contact information;
e correspondence and records of our communications with you;
e CVs, employment history, qualifications and professional experience;
e information provided as part of a consultancy, employment, procurement or
grant application;
e contractual, financial and payment information;
e due diligence and compliance information;
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e information necessary to manage projects, contracts and professional
relationships;

e information collected through research, monitoring, evaluation, programme or
fund management activities; and

e limited technical information relating to use of our website.

Where necessary for a particular purpose, we may also process information that is
classed as special category personal data, such as information concerning health,
ethnicity or other protected characteristics. We only process this information where
there is a lawful basis and an appropriate additional condition for doing so.

We may also process information relating to criminal convictions or offences where
this is necessary and permitted by law, for example as part of appropriate due
diligence or safeguarding arrangements.

3. How we obtain personal information

We usually receive personal information directly from you, for example when you:

e contact us;

e work with us as a client, partner, consultant or supplier;

e express interest in or apply for a consultancy or employment opportunity;
e submit information through a procurement or due diligence process; or

e participate in a project, programme, consultation, research or evaluation
activity.

We may also receive information from other sources where appropriate, including:

e our clients, funders and programme partners;
e organisations with which you work;

o referees;

e project partners and subcontractors;

e publicly available professional sources; and

e due diligence or compliance service providers.

Where we obtain personal information from another source, we use it only where we
have an appropriate lawful basis for doing so.

4. How and why we use personal information

We use personal information only where there is a legitimate and lawful reason to do
so.

Clients, partners and professional contacts
We process contact details and related professional information to:

e develop, manage and deliver our contractual and professional relationships;
e communicate about projects and assignments;

e prepare proposals and agreements;

e administer contracts and payments; and

e maintain appropriate business records.



rrd MannionDaniels | Privacy Policy

We generally do this because it is necessary to perform or prepare for a contract,
because we have a legal obligation, or because it is in our legitimate interests to
manage our business and professional relationships effectively.

Consultants and suppliers

We process information about consultants, prospective consultants, suppliers and
prospective suppliers to:

e assess suitability for assignments or contracts;

e conduct procurement and selection processes;

e carry out proportionate due diligence and compliance checks;
e negotiate and enter into contracts;

e manage assignments, performance and payments;

¢ meet client, donor and regulatory requirements; and

e maintain appropriate procurement and contractual records.

Where an individual expresses interest in a consultancy opportunity, we may process
the information they provide in order to assess their suitability and take steps towards
entering into a contract. Separate consent is not normally required for this processing.

We may retain relevant professional details where reasonably necessary for our
business records. We will not use personal information for unrelated purposes without
an appropriate lawful basis.

Recruitment

Where you apply to work for Mannion Daniels, we process the information you provide
to assess your suitability for the role, administer the recruitment process and meet
our legal obligations.

Further privacy information may be provided as part of a specific recruitment process
where appropriate.

Delivery of projects and programmes

As an international development consultancy and fund manager, we may process
personal information in connection with projects and programmes we deliver for
clients and funders.

This may include information relating to programme participants, grant applicants or
recipients, representatives of civil society organisations, research participants,
stakeholders, experts and other individuals involved in our work.

The purpose and extent of the processing will depend on the particular assignment.

In some circumstances Mannion Daniels determines how and why personal
information is processed and acts as a data controller.

In other circumstances, we process personal information on behalf of a client,
funder or other organisation acting as the data controller. Where we act only as
a processor, we process personal information in accordance with the controller’s
instructions and the relevant contractual arrangements. The controller’s own privacy
notice may provide additional information about that processing.
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Legal, regulatory and business administration
We may also process personal information where necessary to:

e meet legal, regulatory, audit, insurance or contractual obligations;
e prevent or investigate fraud, corruption or other misconduct;

e manage safeguarding, security or duty of care matters;

e establish, exercise or defend legal claims;

e manage complaints or disputes; and

e protect our organisation, personnel, partners and programmes.

5. Our lawful bases

Depending on the circumstances, we rely on one or more of the following lawful bases under UK
data protection law:

Contract - where processing is necessary to enter into or perform a contract with
you.

Legal obligation - where processing is necessary for us to comply with a legal
requirement.

Legitimate interests — where processing is reasonably necessary for the operation
and management of our business, projects or professional relationships and those
interests are not overridden by your rights and interests.

Our legitimate interests may include managing professional relationships, selecting
and managing consultants and suppliers, maintaining appropriate business and project
records, protecting our organisation and managing the effective delivery of our work.

Consent - where we specifically ask for your consent for a particular use of your
personal information. Where processing is based on consent, you may withdraw that
consent at any time.

Where we process special category personal data or information relating to criminal
convictions and offences, we will also ensure that an additional condition required by
law applies.

6. Sharing personal information
We do not sell personal information.

We may share personal information where reasonably necessary with:
e our clients and funders;
e consortium and project partners;
e consultants, suppliers and subcontractors involved in delivering our work;
e Mannion Daniels group companies and offices;
e professional advisers, auditors, insurers and banks;
e IT, cloud, communications and other service providers;

e organisations carrying out proportionate due diligence or compliance checks;
and
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e regulators, public authorities or law enforcement bodies where required by law.
We only share information that is relevant and necessary for the particular purpose.

Where organisations process personal information on our behalf, we require
appropriate data protection arrangements to be in place.

7. International working and transfers

Mannion Daniels works internationally and many of our projects involve organisations
and individuals outside the United Kingdom.

As a result, personal information may sometimes need to be shared with or accessed
by clients, partners, consultants, suppliers or service providers located outside the UK.

Where UK data protection law treats this as a restricted international transfer, we take
appropriate steps to protect the information. Depending on the circumstances, this
may include relying on UK adequacy regulations, using recognised contractual
safeguards or another transfer mechanism permitted by law.

You may contact us if you would like further information about the safeguards
applying to a particular transfer of your personal information.

8. How long we keep personal information

We keep personal information only for as long as reasonably necessary for the
purpose for which it was collected.

Retention periods vary depending on the type of information and may take account of:
e the duration of our relationship with you;
e contractual requirements;
e client and donor requirements;
e audit requirements;
e |legal and regulatory obligations;
e financial and tax record-keeping requirements;
e limitation periods for potential legal claims; and
e whether the information remains necessary for legitimate business purposes.

When personal information is no longer required, we securely delete, anonymise or
otherwise dispose of it in accordance with our retention arrangements.

9. Security

We take appropriate technical and organisational measures to protect personal
information against accidental or unlawful loss, misuse, alteration, disclosure or
access.

Access to personal information is limited according to business need and appropriate
confidentiality and security arrangements are applied to our systems, personnel and
service providers.
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10. Our website

When you visit our website, limited technical information may be collected
automatically, such as information about your browser, device and how the website is
used.

We use this information to operate, secure and understand use of our website.
Where cookies or similar technologies require consent, we will seek that consent
through the website’s cookie arrangements.

Our website may contain links to websites operated by other organisations. We are
not responsible for the privacy practices of those websites and encourage you to read
their privacy information separately.

11. Your rights

Depending on the circumstances and the lawful basis on which we process your
information, you may have the right to:

e request access to the personal information we hold about you;
e ask us to correct inaccurate or incomplete information;

e ask us to delete your personal information;

e ask us to restrict how we use your information;

e receive certain information in a portable format;

e withdraw consent where we rely on consent; and

e object to certain uses of your personal information.

Your right to object: Where we process your personal information on the basis of
our legitimate interests, you have the right to object to that processing. We will
consider your objection in accordance with data protection law.

These rights are not absolute and may not apply in every circumstance.

To exercise a right or ask us a question about your personal information, contact:

operationsandcompliance@manniondaniels.com

We may need to confirm your identity before responding to a request.

12. Complaints

If you have concerns about how we have handled your personal information, please
contact us first so that we can try to resolve the matter.

You also have the right to complain to the Information Commissioner’s Office
(ICO), the UK’s independent regulator for data protection.

Information about making a complaint is available at www.ico.org.
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