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LOOSE ENDS NEWBURY
Data Policy

1. Aims and objectives
This policy sets out the obligations of Loose Ends Newbury (LEN) regarding personal data collected, held and processed by LEN in accordance with UK General Data Protection Regulation “GDPR”. 

The policy also sets out limits for the retention of personal data and to ensure that those limits, as well as further data subject rights to erasure, are complied with.

At LEN we are committed to protecting your personal information and making every effort to ensure that your personal information is processed in a fair, open and transparent manner.

2. Information we collect, why we use it and how long we hold information
We collect data from you in several different ways including:
· When you interact with us directly: This could be if you ask us about our activities, donate to us, apply for volunteering opportunity or otherwise provide us with your personal information. This includes when you phone us, visit our website, or get in touch through the post, or in person.
· When you interact with us through third parties: This could be if you provide a donation through a third party such as Just Giving and provide your consent for your personal information to be shared with us.
· When you visit our website.

Personal information we collect includes details such as your name, date of birth, email address, postal address, telephone number as well as information you provide in any communications between us.  We will mainly use this information:
· To process your donations or other payments, to claim Gift Aid on your donations and verify any financial transactions.
· To update you when necessary, with important administrative messages.
· To comply with the law and follow the recommendations of the Charity Commission, which require us to identify and verify the identity of supporters so we can assess any risks associated with accepting their donations.
· When you volunteer with us, to administer the volunteering arrangement.
· We need to use it in order to fulfil a contract with you.

However, there are other lawful reasons that allow us to process your personal information and one of those is called 'legitimate interests'. This means that the reason that we are processing information is because there is a legitimate interest for LEN to process your information to help us to achieve our vision of ensuring that everyone experiencing a problem gets both support and respect.

Whenever we process your Personal Information under the ‘legitimate interest' lawful basis we make sure that we take into account your rights and interests. Some examples of where we have a legitimate interest to process your personal information are where we contact you for our legal purposes (for example, dealing with complaints and claims), or for complying with guidance from the Charity Commission.

The personal information we collect about you will mainly be used by our volunteers at LEN so that they can support you. We will never sell or share your personal information with organisations so that they can contact you for any marketing activities. 

We only keep data as long as is reasonable and necessary for the relevant activity, which may be to fulfil statutory obligations (for example, the collection of Gift Aid).

You have various rights in respect of the personal information we hold about you. These are set out in more detail in Appendix A.  If you wish to exercise any of these rights or make a complaint, you can do so by contacting our Administration team:
· by post to: Loose Ends Newbury, Newbury Cricket Club, Northcroft Lane, Newbury RG14 1RS 
· by email at admin@looseendsnewbury.org 
· by phone on 07887 324 686  
You can also make a complaint to the Information Commissioner's Office (ICO), https://ico.org.uk/

3. Loose Ends - Data Protection Officer
LEN does not meet the criteria for a Data Protection Officer and one has not been appointed.




4. Roles and Responsibilities

	Role:
	Responsibility:

	Data Controller
	LEN (the organisation)

	Data Processors
	Rota Manager; Recruitment Manager
Treasurer; Secretary 
Minutes Secretary; Signposting coordinator
Donations coordinator; Training Manager

	Data Subjects
	Donors
Suppliers
Volunteers
Clients



LEN is supported by a number of home-based volunteers who use their own electronic equipment to fulfil their roles within the charity. LEN will provide advice and guidance to home-based volunteers to maintain the security of data remotely.

5. Compliance
GDPR requires LEN to evidence its compliance with Data Protection principles by addressing the following five questions with regard to the data it processes:
a) What is the data collected for?
b) What is the lawful basis on which is has been collected?
c) Does anybody share the data?
d) How long is the data kept for and why?
e) What happens to the data when it is no longer required?

Compliance with the GDPR principles is set out in the tables provided in Appendix B.

6. Data Security Measures
LEN has the following operational measures in place to protect the security of personal data:
a) Home based volunteers will be aware of their workspace and their equipment security and ensure no personal data can be accessed by other people.
b) Any paper-based notes and electronic files will be stored in a secure location, separate from the volunteer’s personal files.
c) Volunteers will dispose of all LEN data in accordance with the agreed LEN data disposal requirements.
d) E-mails sent to multiple recipients will use the blind carbon copy (bcc) facility where it is inappropriate to share personal data.
e) Spreadsheets will be password protected.  
f) No personal data may be transferred to any individual who is not authorised to receive it.
g) E-mails will not be retained or stored in a hard copy format.

Upon the expiry of the data retention periods set out in Appendix C of this Policy, or when a data subject exercises their right to have their personal data erased, personal data shall be deleted, destroyed, or otherwise disposed of as follows:
a) Personal data stored electronically shall be deleted securely
b) Personal data stored in hardcopy form shall be shredded

7. Consent
Where consent is relied on as the lawful basis for processing any personal data, the GDPR requires that it must have been freely given, specific, informed, unambiguous and be able to be withdrawn.  How and when LEN obtained the consent is recorded.

8. Data Breaches
A personal data breach is one that leads to the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to personal data. 

LEN will notify the ICO within 72 hours of becoming aware of a breach, unless the breach is unlikely to result in a risk to the rights and freedoms of individuals.

LEN will notify the individuals concerned directly, without undue delay, where the breach is likely to result in a high risk to their rights and freedoms.

9. Subject Access Requests
LEN recognises that under the GDPR, individuals will have the right to obtain:
· confirmation that their data is being processed;
· access to their personal data; and
· other supplementary information 
so that they are aware of and can verify the lawfulness of the processing.

Copies of the information will be provided free of charge but a “reasonable fee” will be charged when a request is manifestly unfounded, excessive or repetitive.  A “reasonable fee” will also be charged for further copies of the same information.

10. Review and Adoption
The Trustees of LEN will review this policy on an annual basis. This policy was reviewed and adopted on 1st July 2026.


APPENDIX A
YOUR DATA RIGHTS

· Access to your personal information: You have the right to request access to a copy of the personal information that we hold about you, along with information on what personal information we use, why we use it, who we share it with, how long we keep it for and whether it has been used for any automated decision making. You can make a request for access free of charge.  Please make all requests for access in writing, and provide us with evidence of your identity.
· Right to object: You can object to our processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.  Please contact us as noted above, providing details of your objection.
· Consent: If you have given us your consent to use personal information, you can withdraw your consent at any time.
· Rectification: You can ask us to change or complete any inaccurate or incomplete personal information held about you.
· Erasure: You can ask us to delete your personal information where it is no longer necessary for us to use it, you have withdrawn consent, or where we have no lawful basis for keeping it.
· Portability: You can ask us to provide you or a third party with some of the personal information that we hold about you in a structured, commonly used, electronic form, so it can be easily transferred.
· Restriction: You can ask us to restrict the personal information we use about you where you have asked for it to be erased or where you have objected to our use of it.
· No automated-decision making:  Automated decision-making takes place when an electronic system uses personal information to make a decision without human intervention.  You have the right not to be subject to automated decisions that will create legal effects or have a similar significant impact on you, unless you have given us your consent, it is necessary for a contract between you and us or is otherwise permitted by law.  You also have certain rights to challenge decisions made about you.  We do not currently carry out any automated decision-making.

Please note, some of these rights only apply in certain circumstances and we may not be able to fulfil every request.



APPENDIX B

Compliance with the principles of the GDPR is given in the following tables:

	Data Processor
	Rota Manager (Sessions and food collection)

	Data Collected
	Volunteer details 
Supervisor details *

	Reason for collection
	To create, update and circulate the staffing rota for Loose Ends sessions

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Volunteers and Supervisors

	Note*
	A supervisor is a special category of volunteer



	Data Processor
	Recruitment Manager

	Data collected
	New volunteer details 

	Reason for collection
	To identify and contact volunteers
To record membership of Loose Ends 

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Training Manager, Rota Manager and Administrator



	Data Processor
	Treasurer

	Data Collected
	Donor/sponsor details
Supplier details

	Reason for collection
	To produce Annual Accounts and monthly management reports

	Basis for collection
	Legal Obligation 

	Sharing the data
	Independent Examiner, Trustees/Management Committee



	Data Processor
	Minutes Secretary

	Data Collected
	Management committee/trustee details
Friends of Loose Ends details
Sponsor/donor details 

	Reason for collection
	To manage Trustee/Management Committee Meetings and Annual General Meeting

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Trustees/Management Committee



	Data Processor
	Secretary

	Data Collected
	Management committee/trustee details
Friends of Loose Ends details
Sponsor/donor details 
Volunteer details

	Reason for collection
	To share information with Trustees/Management and volunteers

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Trustees/Management Committee and volunteers




	Data Processor
	Signposting coordinator

	Data Collected
	Contact details for signposting

	Reason for collection
	To share information with signposting contacts and provide guidance

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Signposting contacts



	Data Processor
	Donations coordinator

	Data Collected
	Donor details

	Reason for collection
	To manage/acknowledge incoming donations of goods 

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Volunteers (limited number on a need to know basis)



	Data Processor
	Training Manager

	Data Collected
	Volunteer details

	Reason for collection
	To evaluate training requirements and co-ordinate training courses

	Basis for collection
	Consent/Legitimate Interests

	Sharing the data
	Volunteers (limited number on a need to know basis)





APPENDIX C
DATA RETENTION

LEN shall not retain any personal data for any longer than is necessary in light of the purpose(s) for which that data is collected, held, and processed.

When establishing and/or reviewing retention periods, the following shall be taken into account:
a) The objectives and requirements of LEN;
b) The type of personal data in question;
c) The purpose(s) for which the data in question is collected, held and processed;
d) The legal basis for collecting, holding, and processing the data;
e) The category or categories of data subject to whom the data relates.

Data disposal:
	Data Subject:
	Disposal:

	Volunteer/Supervisor/Member
	· Within 13 months of becoming inactive or when communication is no longer relevant
· On request
· Following disciplinary action

	Friends of LEN
	· When communication is no longer relevant
· On request

	External contacts (signposting etc.)
	· When communication is no longer relevant
· On request

	Donors and sponsors
	· When communication is no longer relevant
· On request

	Donors and sponsors (where specifically included in financial records)
	· Minimum of 6 years and generally indefinitely

	Suppliers (where specifically included in financial records)
	· Minimum of 6 years and generally indefinitely
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The King’s Award
for Voluntary Service

The MBE for volunteer groups
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