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Data Protection Policy 
 

Purpose 
 
This document sets out Voluntary Impact Northamptonshire’s approach to protecting the 
rights and privacy of individuals and organisations in accordance with the Data Protection 
Act 2018. 
 
 

Scope 
 
This policy applies to all Voluntary Impact Northamptonshire employees. 
 
 

Responsibilities 
 
 Development Manager: The Policy Owner. 

 Chief Executive: Overall responsibility for Policy Implementation. 

 All employees: To comply with the expectations of confidentiality set out in this 
document. 

 
 

Policy statement 
 
Voluntary Impact Northamptonshire is committed to a policy of protecting the rights and 
privacy of individuals, voluntary and community group members, volunteers, staff and 
others in accordance with the Data Protection Act 2018.  
 
To comply with the Data Protection Act and other legal requirements, personal information 
will be collected and used fairly, stored safely and not disclosed to any other person 
unlawfully. To do this, Voluntary Impact Northamptonshire will comply with the set of eight 
Data Protection Principles which are set out in the Data Protection Act 2018.  
 
Voluntary Impact Northamptonshire staff and others who process or use personal 
information must ensure that they keep to these principles at all times.  Any breach of this 
policy or the Data Protection Act 2018 may result in disciplinary action and may be 
regarded as an offence under the Act. 
 
As a matter of good practice, other organisations and individuals accessing personal 
information processed by Voluntary Impact Northamptonshire will be expected to have 
read this policy and to fully comply with it. It is expected that any staff who deal with 
external organisations will take responsibility for ensuring that such organisations sign a 
contract agreeing to abide by this policy.  All staff with responsibility for supervising 
volunteers must ensure that volunteers are made aware of the expectations of 
confidentiality described in this document. 
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Compliance and Knowledge of the Act 
 
All new staff will have this policy explained to them and be notified of the expectations of 
confidentiality set out in the document.   
 
Legal Requirements 
 
Personal data (sometimes referred to as Personally Identifiable Data) are protected by the 
Data Protection Act 2018. Its purpose is to protect the rights and privacy of individuals and 
to ensure that personal data is not processed without the data subject’s knowledge and is 
not processed without their consent. 
 
The Data Protection Act requires some organisations to register the fact that they hold 
personal data.  Voluntary Impact Northamptonshire is not covered by this requirement but 
we still need to comply with an individual’s right of ‘subject access’, this means that in 
almost all circumstances anyone that we hold or process personal data on has a right to 
request to see the data relating to them (but not third party information). 
 
Right of Access to Own Information 
 
All individuals have the right to request access any personal data that is being kept by 
Voluntary Impact Northamptonshire about them either on computer or in certain other files. 
Anyone who wishes to exercise this right should make a written request to the Chief 
Executive.  They should include proof of identity.  Voluntary Impact Northamptonshire 
may, under the terms of the Act levy a charge of £10 on each occasion that access is 
requested, although the fee may be waived in certain circumstances.  
 
Voluntary Impact Northamptonshire has a legal obligation that it meets to ensure that 
requests for information are responded to within 1 month, unless additional information 
has been requested to help identify the requested data. In such cases, the reason for 
delay will be explained in writing by the Chief Executive to the person making the request. 
 
Types of personal data held by Voluntary Impact Northamptonshire 
 
Data may be held by us for the following purposes: 
 
1.   Staff Administration 
2.   Fundraising 
3.   Realising the Objectives of a Charitable Organisation or Voluntary Body 
4.   Accounts & Records 
5.   Advertising, Marketing & Public Relations 
6.   Information and Databank Administration 
7.   Journalism and Media 
8.   Processing For Not For Profit Organisations 
9.   Research 
10. Volunteers 
 
Data Protection Principles 
 
In terms of the Data Protection Act 2018, we are the ‘data controller’, and as such we are 
responsible for ensuring that the processing of personal data is done in a legally compliant 
manner and in line with the 8 Principles set out in the Act. 
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The Principles as defined by the Act are that personal data shall be: 
 

• Fairly and lawfully processed 

• Processed for limited purposes 

• Adequate, relevant and not excessive 

• Accurate 

• Not kept for longer than is necessary 

• Processed in line with the rights of the Data Subject 

• Secure 

• Not transferred to countries without adequate protection. 
 
Personal data will also be treated in accordance with the six principles defined in the Act 
that set out that data will be: 
 

 Fairly and lawfully processed 

 Compatible and specific 

 Adequate, relevant and limited to what is necessary 

 Accurate and rectifiable 

 Not kept for longer than is necessary 

 Kept securely, with integrity and confidentiality. 
 
The first data protection principle requires, among other things, that one or more 
‘conditions for processing’ must be satisfied in relation to processing data.  Many (but not 
all) of these conditions relate to the purpose or purposes for which we intend to use the 
information.  Conditions for processing data include: 
 

 Consent  

 Necessary for contract  

 Legal Obligation  

 Vital Interest 

 Lawful Authority  

 Legitimate Interest  
 
Privacy statements shall be added to all electronic communications to private individuals. 
 
Special categories 
 
Under the Act, the processing of data in the following categories is prohibited. 

• Racial or ethnic origin, 

• Political Opinions 

• Religious or other beliefs 

• Trade union membership 

• Physical or mental health 

• Sexual life including preferences 

• Offences or alleged offences, previous convictions 
 
 

 
Procedures 
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The policy is fully in force and any employee who considers that the policy has not been 
followed in respect of personal data should raise the matter initially with their line manager. 
 

Monitoring and reporting 
 
The contents of this document will be reviewed 2 yearly to ensure they maintain parity with 
legal requirements.   
 
The Board of Trustees will be updated regularly on data governance measures introduced 
by Voluntary Impact Northamptonshire. 
 
Any breaches of this policy or associated legislation will be reported to the Board of 
Trustees. 
 
 

Additional information 
 
 Guidance on data protection and confidentiality for volunteers and staff 

 Declaration of confidentiality 

 Document retention schedules. 
 
 

Policy waivers 
 
If, for exceptional reasons, it is not possible to adhere to this policy, a waiver must be 
requested by submitting a policy waiver form to the Chief Executive for consideration.  All 
waivers must be carefully documented. 
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