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[bookmark: policy-statement]1. Policy Statement
The Reel Community CIC is committed to protecting personal information and handling data responsibly, securely, and lawfully.
As part of delivering fishing activities, mentoring, community programmes, transport arrangements and related services, the organisation may collect and process personal information relating to participants, parents/carers, volunteers, staff and partner organisations.
The Reel Community CIC is committed to complying with applicable UK data protection legislation and respecting the privacy rights of individuals.

[bookmark: purpose]2. Purpose
The purpose of this policy is to:
· Protect personal information
· Ensure lawful handling of data
· Explain responsibilities for data protection
· Promote good practice
· Reduce risks relating to data breaches and misuse
· Support compliance with UK legislation

[bookmark: scope]3. Scope
This policy applies to:
· Trustees
· Employees
· Volunteers
· Session leaders
· Contractors and freelancers
· Anyone handling information on behalf of The Reel Community CIC
This applies to all information held in:
· Paper records
· Electronic systems
· Emails
· Mobile phones
· Photographs and videos
· Social media and online platforms

[bookmark: legal-framework]4. Legal Framework
This policy is informed by:
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Privacy and Electronic Communications Regulations where applicable
· Relevant safeguarding and information sharing guidance

[bookmark: data-protection-principles]5. Data Protection Principles
The Reel Community CIC will seek to ensure personal data is:
1. Processed lawfully, fairly and transparently
1. Collected for specified and legitimate purposes
1. Adequate, relevant and limited to what is necessary
1. Accurate and kept up to date
1. Retained only as long as necessary
1. Kept secure and protected
1. Managed with accountability

[bookmark: information-we-may-collect]6. Information We May Collect
Information collected may include:
· Names and contact details
· Emergency contacts
· Parent or guardian information
· Attendance records
· Consent forms
· Transport arrangements
· Volunteer and staff records
· DBS information where relevant
· Photographs and media permissions
· Medical or support information necessary for safe participation
Only information necessary for legitimate organisational purposes will be collected.

[bookmark: X4824907563908bcfdbfb1a31de3ccd22c536541]7. Special Category and Sensitive Information
Some information may require additional protection, including:
· Health or medical information
· Accessibility requirements
· Safeguarding information
· Equality monitoring information
This information will only be processed where there is a lawful reason to do so.
Access should be limited to those who require it.

[bookmark: lawful-basis-for-processing]8. Lawful Basis for Processing
The Reel Community CIC may process information using lawful bases such as:
· Consent
· Legitimate interests
· Legal obligations
· Vital interests
· Safeguarding responsibilities
· Contractual necessity
Consent will be obtained where required.

[bookmark: consent]9. Consent
Consent may be requested for:
· Participation forms
· Photography and video use
· Transport arrangements
· Marketing communications
· Additional optional activities
Individuals may withdraw consent where appropriate.

[bookmark: storage-and-security]10. Storage and Security
The Reel Community CIC will take reasonable measures to keep information secure.
Measures may include:
· Password protection
· Restricted access
· Secure storage of paper records
· Secure devices
· Confidential disposal procedures
· Appropriate use of cloud systems
Staff and volunteers should avoid storing participant information on personal devices unless authorised.

[bookmark: information-sharing]11. Information Sharing
Information may be shared only where:
· Consent exists where appropriate
· There is a legal obligation
· Safeguarding concerns require information sharing
· It is necessary for delivery of services
Safeguarding concerns may override confidentiality requirements where someone may be at risk of harm.
Information will only be shared on a need-to-know basis.

[bookmark: photography-and-media]12. Photography and Media
The Reel Community CIC recognises the importance of privacy.
Photographs and video recordings will:
· Be taken only where consent has been obtained where required
· Be stored appropriately
· Be used only for agreed purposes
· Respect individual preferences
Personal devices should not be used unless authorised.

[bookmark: data-retention-and-disposal]13. Data Retention and Disposal
Personal information will not be kept longer than necessary.
Records no longer required will be securely disposed of through:
· Confidential shredding
· Secure deletion
· Permanent removal from systems where appropriate
Retention periods may vary depending on legal and safeguarding requirements.

[bookmark: data-breaches]14. Data Breaches
A data breach may include:
· Lost documents
· Information sent to the wrong person
· Unauthorised access
· Device theft
· Accidental disclosure
Any actual or suspected breach must be reported immediately.
The organisation will assess incidents and take appropriate action.

[bookmark: individual-rights]15. Individual Rights
Individuals may have rights including:
· Access to their information
· Correction of inaccurate information
· Restriction of processing
· Data portability where applicable
· Objection to processing
· Erasure in certain circumstances
Requests should be made to the organisation.

[bookmark: responsibilities]16. Responsibilities
Trustees, staff and volunteers share responsibility for protecting information.
Everyone handling personal information should:
· Follow this policy
· Maintain confidentiality
· Report concerns promptly
· Use information appropriately
· Keep information secure

[bookmark: related-policies]17. Related Policies
This policy should be read alongside:
· Safeguarding Policy
· Transportation Policy
· Equality and Diversity Policy
· Social Media Policy
· Complaints Policy
· Health and Safety Policy

[bookmark: policy-review]Policy Review
This policy will be reviewed annually or sooner if legislation, guidance or organisational needs change.
