[bookmark: _Hlk198312993]Personal Information Collection Statement Template
1. Lingnan University may collect, use and/or process the following types of personal data … [!].
2. The purpose(s) of collecting/ using/ processing personal data by means of this form is/are to … [*].
3. In order to serve the specified purpose(s), the personal data collected may be transferred to … [†] … for … [‡]. Such recipient may be located in the jurisdictions of … [γ]. All information provided will be destroyed by… [$].
4. Without your express approval, or unless required/ permitted by law, the personal data collected herein will not be disclosed to third parties other than those specified in Point 3.
5. Unless indicated otherwise, all personal data requested in this form is required for its purpose(s). If such data is incomplete or inaccurate… [Ω].
6. Without your consent, the University will not use your personal information provided to us to conduct direct marketing, and you may opt-out from direct marketing at any time.
7. As a data subject, you have the right to request access to and correction of the personal data under the Personal Data (Privacy) Ordinance. For requests for access to personal data, please contact the Chief Data Protection Officer at DPO@LN.edu.hk. For requests to correct/update personal data, please contact the responsible Department/Office at … [#].
8. This Personal Information Collection Statement may be supplemented by the Addendum to Personal Information Collection Statement – Mainland China and/or Addendum to Personal Information Collection Statement – EU as applicable. The addenda are available at Attachment 1 [] and Attachment 2 []. 
!	Please specify the types of personal data to be collected, used and/or processed.
*	Please spell out the purpose(s).	As an alternative to including item 1 in the statement, the title of the form should indicate its purposes clearly.
†	Where applicable, please characterize (it may not be appropriate to list each one by name) any third parties (such as other administrative units within the University, and/or particular external agencies) who will or may receive the data.
‡	Where applicable, please state the related purpose(s), such as further processing, consideration, approval, etc., for which the data will be transferred.
γ	Please specify the jurisdictions which the recipients may be located in.
$	Where applicable, please specify the date by which the record will be deleted.
Ω	Where applicable, i.e., when not obvious from the context, please indicate possible adverse consequences of failure to provide the data, or of providing inaccurate data, e.g., the application will be void or delayed.
#	Please provide an extension no. and/or email that will reach the responsible officer.

· For easier implementation, a hyperlink/ QR code can be produced for accessing each set of addendum. 



A Personal Information Collection Statement should look like this:
1. Lingnan University may collect, use and/or process the following types of personal data (a) basic identification and personal information such as your name, age, gender, ID and passport numbers; (b) contact details such as your address, mobile number, email address and emergency contact; and (c) other information about you provided to Lingnan University.
2. The purpose of collecting/ using/ processing personal data by means of this form is to use your contact information for Global Service-Learning Program in Country A. Office of Service-Learning will use your emails and phone numbers for communication with you.
3. In order to maintain necessary communication, the personal data collected in this form may be transferred to ABC University, which is located in the jurisdiction of Country A. All information provided will be destroyed after the Program is completed.
4. Without your express approval, or unless required/ permitted by law, the personal data collected herein will not be disclosed to third parties other than those specified in Point 3.
5. Unless indicated otherwise, all personal data requested in this form is required for organizing this Program. If such data is incomplete or inaccurate, your application will be void or delayed.
6. Without your consent, Lingnan University and ABC University will not use your personal information provided to us to conduct direct marketing, and you may opt-out from direct marketing at any time.
7. As a data subject, you have the right to request access to and correction of the personal data under the Personal Data (Privacy) Ordinance. For requests to access your personal data, please contact the Chief Data Protection Officer at DPO@LN.edu.hk. For requests to correct/update personal data, please contact Office of Service-Learning (osl@LN.edu.hk).
8. This Personal Information Collection Statement may be supplemented by the Addendum to Personal Information Collection Statement – Mainland China and/or Addendum to Personal Information Collection Statement – EU as applicable. The addenda are available at Attachment 1/ [hyperlink/ QR Code] and Attachment 2/ [hyperlink/ QR code]. 




Attachment 1


Addendum to Personal Information Collection Statement – Mainland China

Lingnan University is committed to complying with the Mainland’s Personal Information Protection Law (“PIPL”). This addendum (“Addendum”) applies to the processing activities regulated by the PIPL, and may apply to you if you reside in or are located within the Mainland of the People’s Republic of China. In the event that this Addendum applies to you, it forms an integral part of Lingnan University’s Personal Information Collection Statement.

A. Personal Information Processor

1. Lingnan University is the personal information processor of your personal information. You may contact the Chief Data Protection Officer at DPO@LN.edu.hk. 

B. [bookmark: _Ref195879963]Types of Personal Information and Purposes of Processing 

2. The types of personal information which may be collected and/or processed by Lingnan University are stated in the Personal Information Collection Statement.

3. The purpose(s) of collecting and/or processing your personal information are stated in the Personal Information Collection Statement. 

4. Unless indicated otherwise, all personal information requested in this Addendum is required for its purpose(s). Please refer to the possible consequences as stated in the Personal Information Collection Statement if such information is incomplete or inaccurate.

C. [bookmark: _Ref195879801]Personal Information Processing and Transfer 

5. Your personal information will be kept confidential and handled by Lingnan University in accordance with the applicable laws and regulations. Lingnan University will take the necessary measures to safeguard the security of such personal information.

6. Without your express approval, or unless required/ permitted by law, the personal information collected herein will not be disclosed to third parties other than those specified in this Part C below. 

Entrusted Processing

7. Lingnan University may entrust the processing of your personal information to entrusted parties (such as its affiliates and external service providers). In such cases, Lingnan University may transfer your personal information to such entrusted parties. Lingnan University will enter into agreement(s) with such entrusted parties and supervise the processing activities of such entrusted parties.

Transfer of Personal Information to Other Personal Information Processors

8. For the purposes stated in the Personal Information Collection Statement, Lingnan University may also share your personal information with other personal information processors. Lingnan University will obtain your separate consent before such transfer of your personal information. Lingnan University will also inform you of the recipient’s name and contact information, the purposes and means of processing and the categories of personal information to be processed by such recipient. 

9. Notwithstanding the above, Lingnan University may need to process and/or transfer your personal information under, among others, the following situations: 

(a) the processing is necessary for the conclusion or performance of a contract, or necessary for human resources management in accordance with applicable laws, rules and regulations;

(b) the processing is necessary for the performance of statutory duties or obligations;

(c) the processing is necessary for the response to public health emergencies, or for the protection of life, health, and property safety of natural persons in emergencies; and

(d) the personal information is reasonably processed for news reporting, media supervision, and other activities conducted in the public interest.

D. Retention of Personal Information 

10. Subject to the applicable laws and regulations, Lingnan University generally only retains your personal information for no longer than necessary for fulfilling the purpose of processing stated in the Personal Information Collection Statement. 

E. Sensitive Personal Information and Minors

11. Sensitive personal information means personal information that once leaked or illegally used, may easily lead to the infringement of the personal dignity of a natural person or may endanger his personal safety or property, including information such as biometrics, religious belief, specific identity, medical health status, financial accounts, and the person’s whereabouts, as well as the personal information of a minor under the age of 14 years. 

12. Collection and processing of your sensitive personal information may be necessary for the purposes stated in the Personal Information Collection Statement. Lingnan University may not be able to … [*] if it fails to collect and/or process such sensitive personal information. Lingnan University will obtain your separate consent before the collection and/or processing of your sensitive personal information. 
	
13. If you are under the age of 14, please consult your parent or guardian on the contents of the Personal Information Collection Statement and this Addendum, and obtain the written consent of your parent or guardian before providing your personal information. 

F. Your Rights 

Rights of Access and Correction

14. For requests for access to personal information, please contact the Chief Data Protection Officer at DPO@LN.edu.hk. For requests to correct/ update personal information, please contact the responsible Department/ Office via the contact details as stated in the Personal Information Collection Statement. 

Other Rights

15. Subject to the applicable laws, regulations and requirements, you may also exercise the following rights by contacting the Chief Data Protection Officer at DPO@LN.edu.hk:

(a) right to restrict or refuse the processing of your personal information by others; 

(b) right to obtain a copy of your personal information; 

(c) right to request for the transfer of your personal information to a designated personal information processor; 

(d) right to withdraw your consent for use of your personal information; 

(e) right to request for erasure of your personal information if (i) the purposes of processing have been achieved or cannot be achieved, or such information is no longer necessary for achieving the purposes of processing; (ii) Lingnan University ceases to provide services to you, or the storage period has expired; (iii) you withdraw your consent; or (iv) Lingnan University violates laws or regulations in collecting or processing your personal information; and

(f) such other rights exercisable under the applicable laws and regulations.

16. Notwithstanding the above and where permitted by the applicable laws, Lingnan University may reject any request made under this Part F that is unreasonable and filed repeatedly, which requires it to offer any technical means that it cannot reasonably offer, or which brings any risk to any legal right or interest of any other person, or which is not feasible.


G. Amendments 

17. Lingnan University reserves the right to interpret the terms as stated in this Addendum. This Addendum may from time to time be revised, or otherwise amended as Lingnan University deems necessary but Lingnan University will endeavor to give you notice in advance of any such revision or amendment where practicable.



· Where applicable, please specify the relevant details, such as process your admission application or provide you with the necessary support or assistance during your studies with Lingnan University, or may even result in your inability to continue or complete study at Lingnan University, or failure to enjoy the services, benefits and facilities provided by Lingnan University.





Attachment 2


Addendum to Personal Information Collection Statement – EU

Lingnan University is committed to complying with the General Data Protection Regulation (“GDPR”). This addendum (“Addendum”) applies to the processing activities regulated by the GDPR, and may apply to you if you reside in or are located within the European Economic Area. In the event that this Addendum applies to you, it forms an integral part of Lingnan University’s Personal Information Collection Statement.

A. Data Controller

1. Lingnan University is the data controller of your personal data. You may contact the Chief Data Protection Officer at DPO@LN.edu.hk.

B. [bookmark: _Ref195810438]Collection of Personal Data and Purposes

2. The types of personal data which may be collected and/or processed by Lingnan University are stated in the Personal Information Collection Statement.

3. The purpose(s) of collecting and/or processing your personal data are stated in the Personal Information Collection Statement.

4. Unless indicated otherwise, all personal data requested in this Addendum is required for its purpose(s). Please refer to the possible consequences as stated in the Personal Information Collection Statement if such data is incomplete or inaccurate.

C. Legal Bases for Processing

5. The legal bases for processing your personal data is/are:

(a) consent – where you have given your consent to the processing of your personal data;

(b) contract – where processing is necessary for the entering or performance of a contract with you;

(c) compliance – where processing is necessary for compliance with legal obligations;

(d) vital interests – where processing is necessary in order to protect the vital interests of yourself or other individuals; and

(e) public interest – where processing is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in Lingnan University.


D. Personal Data Processing and Transfer

6. Your personal data will be kept confidential and handled by Lingnan University in accordance with the applicable laws and regulations. Lingnan University will take the necessary measures to safeguard the security of such personal data.

7. [bookmark: _Ref195810156]The transferees/ categories of transferee, as well as the possible location(s) of such transferees are stated in the Personal Information Collection Statement. 

8. Without your express approval, or unless required/ permitted by law, the personal data collected herein will not be disclosed to third parties other than those specified in the Personal Information Collection Statement. 

E. Retention of Personal Data

9. Subject to the applicable laws and regulations, Lingnan University generally only retains your personal data for no longer than necessary for fulfilling the purpose of processing stated in the Personal Information Collection Statement. 

F. Sensitive Personal Data and Minors

10. You understand that Lingnan University may need to process your sensitive personal data. This includes personal data revealing racial or ethnic origin, political opinions, religious or philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for the purpose of uniquely identifying a natural person, data concerning health or data concerning a natural person’s sex life or sexual orientation. Lingnan University will obtain your separate consent before the collection and/or processing of your sensitive personal data.

11. If you are under the age of 16, please consult your parent or guardian on the contents of the Personal Information Collection Statement and this Addendum, and obtain the written consent of your parent or guardian before providing your personal data. 

G. Automated Decision Making

12. In the event that your personal data is used to conduct automated decision-making, Lingnan University will provide you with further information about the logic involved and the significance and envisaged consequences of such processing.

H. Your Rights

Rights of Data Access and Correction

13. For requests for access to personal data, please contact the Chief Data Protection Officer at DPO@LN.edu.hk. For requests to correct/ update personal data, please contact the responsible Department/ Office via the contact details as stated in the Personal Information Collection Statement. 



Other Rights 

14. Subject to the applicable laws, regulations and requirements, you may also exercise the following rights by contacting the Chief Data Protection Officer at DPO@LN.edu.hk:

(g) right to withdraw your consent to data processing;

(h) right to erasure of personal data;

(i) right to restrict processing;

(j) right to object to processing;

(k) right to data portability;

(l) rights in relation to automated decision making and profiling;

(m) such other rights exercisable under the applicable laws and regulations.

15. Notwithstanding the above and where permitted by the applicable laws, Lingnan University may reject any request made under this Part H that is unreasonable and filed repeatedly, which requires it to offer any technical means that it cannot reasonably offer, or which brings any risk to any legal right or interest of any other person, or which is not feasible.

16. You are also entitled to lodge a complaint with the relevant supervisory authority.

I. Amendments 

17. Lingnan University reserves the right to interpret the terms as stated in this Addendum. This Addendum may from time to time be revised, or otherwise amended as Lingnan University deems necessary but Lingnan University will endeavor to give you notice in advance of any such revision or amendment where practicable.



								     	             



