
 
 
 
 
 
 

 
 
 
 
Policy Statement 

 
 
The Hamlet Centre Trust recognises that personal information is confidential and that 
unauthorised disclosure is a breach of contract and an offence under the Data Protection Act 
and would contradict the belief of the charter of the individual’s right to be safe and treated with 
dignity and respect. The Hamlet Centre Trust aims to comply with the legal requirements of the 
Data Protection Act 1998 and any subsequent legislation 
 
  
Purpose of this policy and why we have it 
 
The Hamlet Centre holds sensitive and personal information relating to staff and those who use 
the services we provide. We want to ensure that all staff, service users and volunteers 
understand the importance of the principles of the Data Protection Act in keeping such 
information safely and securely. This policy will enable all staff and others to do this. 
 
 
Responsibilities 
  
The Hamlet Centre Trust identifies the following as having responsibility for data protection in 

the following areas: 
 

� CEO - Overall Electronic Records; 
 

� Senior Managers Ella Road and Johnson Place - Staff Records;  
 
� Marketing and Fundraising Co-ordinator - Donor Records [Compliance 

with the Institute of Fundraising Code of Fundraising Practice – Data 
Protection]; 

 
� CEO - Payroll Records;  
 
� Senior Manager Johnson Place – Children’s Records;;  

 
� Senior Manager Ella Road – Adult Records Out of Hours Club Records; 
 
� All Senior Staff and CEO  - Volunteers records. 

 
� All Staff are required to comply with data protection policy. 

 

Data Protection Policy 
 
 



 
 
 
 
3 Definitions 

 3.1 “Personal data” is identified as covering information on, opinions about, and 
intentions towards individuals. This includes children, families, staff [both permanent 
and temporary], volunteers, donors and suppliers. 

 3.2 “Sensitive personal data“ includes such information as, ethnicity, political opinions, 
religious beliefs, membership of trades unions, physical or mental health, sexual 
orientation, commission or alleged commission of an offence. 

 3.3 The term “Processing” covers any use of sensitive personal data or “Personal Data” 
including its destruction. 

 
 3.4 “Any relevant filing system” is taken to mean any store of data from which personal 

information can be extracted, it does not have to contain the individual’s name and 
does not have to be held electronically. This will therefore include electronic records, 
email, video records, paper records etc. 
 

 

4.  Principles 

The Hamlet Centre Trust upholds the eight Data Protection Principles: 
 

 4.1 Personal data must be processed fairly and lawfully. 
 
 For the processing of personal data at least one of the following conditions must be 

met: 
 

� Consent of the individual; 
 

� Pursuance or setting up of a contract with that individual; 
 

� The need to comply with legal obligations to which the Trust is subject; 
 

� The protection of the interests of the individual; 
 

� The administration of justice. 
 

 For the processing of sensitive personal data one of the following additional 
conditions must apply:  
 

� Explicit consent has been given by the individual; 
 

� Imposition by law on the Trust in connection with employment; 
 



 
� The protection of the interests of the individual or another individual where 

consent cannot be given by or on behalf of the data subject; 
 

� The processing is carried out with the appropriate rights and freedoms of 
the individual; 
 

� The information has already been made public by the individual; 
 

� Necessity for medical reasons. 

 

 The individual must understand the purpose for which their data will be 
processed, the consequences of the processing and any disclosures that can 
be reasonably envisaged. 

 4.2  Personal Data must be obtained for one or more specified lawful purposes.  
Personal data must be obtained for specified lawful purposes and must not be 
further processed in any way that is incompatible with these purposes.  

 4.3  Personal Data should be adequate, relevant and not excessive in relation to the 
purpose for which they are processed.  

 4.4  Personal Data should be accurate and kept up-to-date The accuracy of the data 
should ensure that it cannot be used in a misleading way. Reasonable steps should 
be used to obtain accurate data.  Any inaccuracies notified by the individual[s] 
should be indicated as such. 

 4.5  Personal Data should be kept only as long as it is legally required Personal data 
must be disposed of in a secure manner when the purpose[s] for which it was 
collected no longer applies.   

 4.6  Personal Data should be processed in accordance with the rights of individuals 
under the Data Protection Act1998.  This principle will be contravened: 

� If the individual fails to receive personal information when it is requested 
under a “subject access request”; 

� If the processing is likely to cause distress or damage; 

� If a decision that affects the individual is based solely on an automated 
process. 

   4.7  There should be appropriate security measures for the protection of data.  Technical 
and organisational security should be adequate to ensure that unauthorised or 
unlawful processing of personal data held does not occur.  

 4.8  There should be no transfer outside the EU unless there are adequate levels of 
protection.  If this should be required, the clarification of the “adequate levels of 
protection” for that country must be investigated with the IT Manager [as the Data 
Controller] before any exchange of information. 
 



 
 

5.  Organisational Implementation 

 5.1  Guidance notes will be made available to all employees, bank and casual staff and 
volunteers in respect of Data Protection and IT Security. All employees must make 
every effort to ensure that personal data about an individual is accurate, up-to-date 
and relevant. 

 5.2  Individuals must give their consent to the holding and processing of personal data.  
When information is collected they must be made aware that they are giving this 
consent and the information must be freely given. 

 5.3  Those wishing to view information may do so in accordance with the Data Protection 
Act 1998 [Subject Access]. In particular: 

� Children, young adults, members  and their families will be advised by leaflet 
of their rights  

� Staff can access information in accordance with the Staff Handbook: 
‘Employee Records’.  

� Donors will be advised of their rights in all appropriate communication and 
The Trust will act in accordance with section 4 of the Institute of Fundraising 
Code of Fundraising Practice – Data Protection. 

 5.4  Disciplinary action may be taken against any employee contravening the Data 
Protection Act. 

 5.5  All automatic systems using personal data will be identified and their uses notified 
as required by the Data Protection Register.  

6.  Exemptions 

The Hamlet Centre Trust reserves the right to read staff emails, monitor usage of the Internet 
and use covert CCTV for the purpose of detecting crime, improper behaviour and safeguarding 
the children and young adults and young adults and the reputation of the Trust. All such activity 
shall be conducted in proportion to need and authorised in writing by two members of the board 
of trustees or Senior Management Team.  

Any request for information that is not to be disclosed to an individual will only be given in 
circumstances of prevention of a crime and the apprehension/detention of an offender.  Such a 
request must be made in writing, must specify as clearly as possible why it is needed, the 
purpose and explain how it would prevent crime. All such activity shall be authorised in writing 
by two members of the board of trustees or Senior Management Team. Further information is 
available from Data Protection Office publications held by the Company Secretary.   

7.  Redress 
 
Anyone who is dissatisfied with the handling of data by The Hamlet Centre Trust will have the 
opportunity to seek redress through its Complaints Policy. 



 
 
 
 
 
8.  Other policies that support this document: 
 
Confidentiality 
Use of Mobile Devices 
Safeguarding Children 
Safeguarding Vulnerable Adults 
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