1. WDPS Privacy Policy

Wheathampstead & District Preservation Society

Wheathampstead & District Preservation Society is committed to protecting personal
information and being clear about how we use it. This policy explains how we collect, use, store
and share personal data in connection with our membership, volunteering, events,
communications, campaigns and community activities.

Who we are

Wheathampstead & District Preservation Society is the data controller for the personal
information we use. This means we are responsible for deciding how and why personal
information is processed.

For privacy queries, requests or complaints, please contact:

Wheathampstead & District Preservation Society
Email: info@wheathampsteadpreservation.org.uk

What information we collect

We may collect:

names, addresses, telephone numbers and email addresses;
membership records, subscriptions and payment information;
volunteer contact details, availability and activity records;

event bookings, attendance lists and consent forms;

photographs or video from events or activities;

correspondence, comments, survey responses and feedback;
information about donations, fundraising or Gift Aid, where relevant;
accident, incident or safeguarding information, if needed;

details relating to community projects, working groups or campaigns.

We only collect information that is necessary for our activities.

Why we use personal information

We use personal information to:

manage WDPS membership;

send newsletters, updates and information about WDPS activities;
organise events, meetings, campaigns and community projects;
manage volunteers, including Wombles and other working groups;

keep appropriate records of subscriptions, donations and finances;



e respond to queries, comments, complaints and requests;

e support health and safety, insurance and safeguarding responsibilities;
o promote WDPS activities, where appropriate;
e meetlegal, regulatory, accounting and charity/community organisation obligations.
Our lawful bases
We use personal information only where we have a lawful basis. These may include:

e Contract: for example, managing membership subscriptions and member
communications.

o Legal obligation: for example, keeping financial records or complying with health and
safety requirements.

o Legitimate interests: for example, running WDPS effectively, communicating with
members, organising volunteers, promoting our work and protecting the Society’s
interests.

¢ Consent: for example, where we ask for permission to use certain photographs or send
optional marketing communications.

¢ Vital interests: where information is needed in an emergency.

Where we collect sensitive information, such as health, accident or safeguarding information,
we will only use it where necessary and with appropriate care.

Membership and communications

We use member contact details to send information about WDPS, including newsletters,
meetings, events, campaigns, projects and membership matters.

Members can ask us to stop sending non-essential communications at any time. However, we
may still need to send essential membership or governance information.

Photographs and publicity

We may take photographs at public WDPS events or activities to promote the Society’s work.
We will take reasonable care when using images and will seek specific consent where
appropriate, especially for close-up images, children, orimages used for significant publicity.

If you do not want your image used, please tell us.

Who we share information with

We may share personal information where necessary with:
e committee members or authorised volunteers;
e service providers, such as email, website, payment, printing or IT providers;
e insurers, professional advisers or accountants;

e local councils, community partners or funders where relevant to a project;



e emergency services, safeguarding bodies or regulators where required.

We do not sell personal information.
How long we keep information

We keep personal information only for as long as necessary. Membership records are normally
kept while someone is a member and for a reasonable period afterwards. Financial records are
usually kept for six years. Accident, incident, safeguarding or insurance records may be kept for
longer where necessary.

Your rights
You have rights under data protection law, including the right to:
e askfor acopy of your personal information;
e askusto correct inaccurate information;
e askusto delete information in certain circumstances;
e askustorestrict or object to certain uses;
¢ withdraw consent where we rely on consent;
e complain about how we use your information.
To make a request, please contact us using the details above.
Data protection complaints

If you have a concern about how WDPS uses your personal information, please contact us first.
We will acknowledge your complaint within 30 days, investigate it, and respond as soon as
reasonably possible.

You also have the right to complain to the Information Commissioner’s Office:
Information Commissioner’s Office
Security

We take reasonable steps to keep personal information secure. Access is limited to people who
need it for WDPS purposes.

Review

This policy will be reviewed regularly and updated when our activities or legal obligations
change.


https://ico.org.uk/

2. WDPS Data Retention Schedule

Type of record

Membership records

Newsletter mailing list

Committee records

Financial records

Gift Aid records

Volunteer records

Event records

Accident and incident
records

Safeguarding records

Insurance records

Campaign/project
records

Photographs/videos

Complaints

Data protection
requests/complaints

Examples

Names, addresses, emails, phone
numbers, subscription status

Email addresses, communication
preferences

Committee contact details, roles,
declarations, minutes

Subscriptions, donations, invoices,
receipts, bank records

Gift Aid declarations and donation
history

Wombles and project volunteer
contacts, activity details

Booking lists, attendance lists,
consent forms

Accident forms, incident reports,
witness notes

Concerns, referrals, actions taken

Claims, correspondence, evidence

Working group contacts,
consultation responses, project
correspondence

Event and publicity images

General complaints and responses

SARs, erasure requests, privacy
complaints

Suggested retention period

Duration of membership plus
up to 6 years

Until the person unsubscribes
or asks to be removed

Key governance records may
be kept permanently

6 years after the relevant
financial year

6 years after the last donation
covered

Duration of volunteering plus
up to 6 years

Up to 3 years unless needed for
finance, insurance or
safeguarding

At least 3 years; longer for
serious incidents or children

Retain securely for as long as
necessary depending on the
issue

At least 6 years after closure;
longer where claims may arise

Keep while project is active
plus up to 6 years

Review regularly; remove
where appropriate if consent is
withdrawn

6 years after closure

6 years after closure



WDPS should review records annually and securely delete or anonymise
information that is no longer needed.

3. WDPS Data Protection Complaints Procedure

WDPS takes privacy concerns seriously. If someone is worried about how we have collected,
used, stored or shared their personalinformation, they can raise a data protection complaint.

Complaints should be sent to:

Julie Bell Chair
Wheathampstead & District Preservation Society
info@wheathampsteadpreservation.org.uk

WDPS will:
1. Acknowledge the complaint within 30 days.
2. Record the complaint and consider what personal information is involved.
3. Investigate what happened.

4. Take appropriate action, which may include correcting, deleting or restricting
information, apologising, improving procedures or reporting a breach if required.

5. Respond to the complainant clearly and without unnecessary delay.

If the complaint suggests that personal information has been lost, accessed without
permission, sent to the wrong person or otherwise compromised, WDPS will consider whether
this is a personal data breach. Where legally required, WDPS will report the breach to the ICO.

If the person is not satisfied with WDPS’s response, they may ask for the matter to be reviewed
by another committee member. They also have the right to complain to the Information
Commissioner’s Office.


https://ico.org.uk/
https://ico.org.uk/

