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Introduction
This policy sets out how we collect, use, store, and share personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.  It applies to all personal data held about staff, volunteers, clients, professional advisers, and service providers, regardless of format or location.
We collect personal data such as names, contact details, and workplace information to support effective communication and the delivery of our services. We may also process data to meet legal obligations, manage operations and uphold safeguarding responsibilities. This includes both digital and manual records, provided they form part of a structured filing system 
[bookmark: Responsibilities]Responsibilities
[bookmark: Personal_Data]We appoint a Data Protection Lead who is responsible for overseeing data protection compliance, responding to access requests and managing breaches. All staff, volunteers, and contractors must understand and follow this policy. 
Personal Data and Special Category Data 
[bookmark: The_Data_Protection_Principles]Personal data refers to any information that identifies an individual. Special category data includes sensitive information such as racial or ethnic origin, political opinions, religious beliefs, trade union membership, genetic and biometric data, health information, and details about a person’s sex life or sexual orientation. We only collect special category data when necessary (for example, to support safeguarding or promote equality, diversity, and inclusion) and apply additional safeguards when doing so. 
The Data Protection Principles
We follow the six core principles of UK GDPR:
1. Data is processed lawfully, fairly, and transparently.
2. Data is collected for specific, legitimate purposes and not used incompatibly.
3. Data is adequate, relevant, and limited to what is necessary.
4. Data is accurate and kept up to date.
5. Data is retained only as long as necessary.
6. Data is kept secure against unauthorised access, loss, or damage.
[bookmark: Disclosure_of_Personal_Data]Lawful Bases for Processing
We process personal data under one or more lawful bases:
• 	Consent (freely given, specific, and informed)
• 	Contractual necessity
• 	Legal obligation
• 	Vital interests
• 	Public task or official authority
• 	Legitimate interest (unless overridden by individual rights)
Disclosure of Personal Data
We may disclose personal data to third parties for reasons including legal advice, safeguarding, prevention of crime, or regulatory investigations. All disclosures are reviewed by the Data Protection Lead, who ensures the request is lawful and the identity of the requester is verified. 
Subject Access Requests
Individuals may request access to their personal data. Requests must be made verbally or in writing and will be responded to within one calendar month. We may request additional information to verify identity or locate records. Access may be refused if disclosure would place someone at risk or breach legal exemptions. Where redaction is necessary, both the original and redacted versions will be retained.
Individual Rights
We respect the rights of individuals under UK GDPR, including:
• 	The right to object to processing
• 	The right to rectify inaccurate data
• 	The right to erasure (in specific circumstances)
• 	The right to restrict processing
• 	The right to data portability
Requests relating to these rights must be referred to the Data Protection Lead within two working days. Decisions will be made promptly and communicated clearly, with reasons provided where requests are refused.
Breach Management
Any suspected breach of data protection must be reported immediately to the Data Protection Lead. They will assess the scope, risks, and mitigation steps. If the breach poses a risk to individuals, it will be reported to the Information Commissioner’s Office (ICO) within 72 hours. Where high risk is identified, affected individuals will be notified without undue delay.  Individuals have the right to lodge a complaint with the Information Commissioner’s Office (ICO).
Contact
Questions or concerns about this policy should be directed to the Data Protection Lead via the contact details provided on our website.
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