Stafford & Surrounds Prostate Cancer Support Group
Data Protection Policy & Procedures
1) Definitions
a. Personal data is information about a person which is identifiable as being about them. It includes information stored electronically or on paper and includes images and any audio recordings as well as written information.
b. Data protection is about how we, as an unincorporated association/charity, ensure that we protect the rights and privacy of individuals and comply with relevant legislation when collecting, storing, using, amending, sharing, destroying or deleting personal data.
2) Responsibilities
a. Overall responsibility for data protection rests with the management group, who are responsible for ensuring that the policy is in place and that its contents are upheld.
b. Members are also responsible for ensuring that within the scope of activities undertaken by the group that data protection rules are both considered and applied.
3) Policy Statements
a. Stafford and Surrounds Prostate cancer support group as in unincorporated association is required to keep personal data about its members in order to carry out the objectives of the group.
b. We will collect, store, use, amend, share destroy or delete personal data in compliance with UK General Data Protection Regulations (GDPR) and other relevant legislation (Primarily the Data Protection Act 2018)
c. We will only collect, store and use the minimum data that is considered necessary for the undertaking of the groups’ objectives, as set out in the constitution and the safety and wellbeing of members.
d. We will only collect, store a and use data for:
· Purposes for which the individual has given explicit consent (for example on a membership form)
· Purposes that are in our groups’ legitimate interests.
· To comply with any legal obligations
· To protect an individuals’ life or wellbeing
e. We will provide individuals with details of any information held about them when requested by that individual.
f. We will delete data if requested to do so by the relevant individual, unless there is a legal requirement to retain it, either in full or in part.
g. All reasonable efforts will be taken to maintain accuracy of data, but members also have a responsibility to notify of any changes required.
h. All personal data will be stored securely.
i. We will provide clarity on the purposes for data that is collected and held and ensure that data is only used for that purpose.
j. We will not share personal data with third parties, without the explicit consent of the individual unless legally required to do so.
k. All practical steps will be taken to avoid data breaches, in the event of a breach, relevant individuals will be notified and processes evaluated to prevent recurrence.
l. This Policy will be reviewed no less than annually and any revisions approved at the AGM

4) Data Protection Procedures
a. Stafford and surrounds prostate cancer support group has a data protection policy that is reviewed no less than annually. These procedures are the means by which the policy will be upheld.
b. Data will be collected from members via a membership form that will also ask for consent to use the data as indicated.
c. Data will be kept securely-paper forms will be kept in a locked environment, (drawer or filing cabinet), and electronic records and data will be password protected.
d. In the event that a member requests that their data is deleted, this will be completed securely, with paper records being shredded. Similarly members data will be removed if they notify the group that they no longer wish to be members of the group. (This also ensures that membership lists are up to date)
e. Members will normally consent to their mobile phone numbers being used in the Whatsapp group(s), individuals can leave these groups at any time if they choose to do so.
f. An email mailing list will be created to enable larger documents to be shared, which would be problematic to share via whatsapp- but such mailings will not be used regularly.
g. Any concerns or requests for accessor changes to personal data should be made to the data protection lead.
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