West View Advice & Resource Centre
Privacy Policy
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Overview

West View Advice & Resource Centre (WVARC) is committed to protecting and
respecting the privacy and personal data of all clients, staff, volunteers, and
stakeholders.

This policy explains how WVARC collects, uses, stores, and protects personal
datain line with:

« The Data Protection Act 2018

e The UKGDPR

o Guidance issued by the Information Commissioner's Office

WVARC is registered as a Data Controller with the Information Commissioner’s
Office (ICO).

WVARC has appointed Val Evens as the organisation’s Data Protection Officer
(DPO), responsible for overseeing data protection compliance and supporting
good information governance practices across the organisation.

Aim

To ensure that all personal data is:

o Collected lawfully and transparently

o Used appropriately and proportionately
o Stored securely

« Retained only as long as necessary

e Processed in line with individuals’ rights

Scope

This policy applies to:

o AUWVARC staff, volunteers, and trustees

« All personal data processed by WVARC

o All systems used to store or process data (including AdvicePro and paper
files)



4, Definitions

4.1 Personal Data — Any information that can identify an individual directly or
indirectly.

4.2  Special Category Data — Sensitive data including health, ethnicity, and other
protected characteristics.

4.3 Processing — Any activity involving personal data, including collection, storage,
use, or sharing.

5. Lawful Basis for Processing

5.1 WVARC processes personal data under the following lawful bases:
o Consent-where the client has given clear permission
o Legitimate Interests —to deliver advice services effectively
o Legal Obligation —where required by law
o Public Task —where services are delivered in the public interest

5.2 Special category data (e.g. health information) is processed where:
« Explicit consent is obtained, or
o Itis necessary for the provision of advice and support services

6. How We Collect Information

6.1 WVARC collects personal data:
o When aclient accesses our services (appointments, referrals, outreach)
o Through referral partners (with consent)
+ Viatelephone, email, website, orin person
¢ When donations are made

7. Types of information Collected

7.1 Personal data may include:
« Name, address, contact details
o Date of birth, National Insurance number
« Household composition and financial circumstances
o Employment and income details
o Health information and other relevant circumstances

7.2 Only information that is necessary and proportionate will be collected.
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8. Data Protection Principles

8.1 WVARC adheres to the following principles:
o Lawfulhess, fairness and transparency
e Purpose limitation
o Data minimisation
e Accuracy
e Storage limitation
e Integrity and confidentiality

9. How We Use Personal Data

9.1 Personal data is used to:
+ Provide advice and support services
« Manage appointments and casework
e Meet contractual and funder requirements
+ Monitor service delivery and outcomes (anonymised where possible)
e Support funding applications and service development

9.2  Personal data will not be sold or used for marketing purposes without clients’
consent.

10.  Sharing Information

10.1 Personal data may be shared:
« With other organisations where the client has given consent
o Where required by law (e.g. safeguarding, fraud prevention, court orders)

10.2 WVARC will:
« Share only relevant and necessary information
e Ensure partners handle data securely
e Follow ICO Data Sharing guidance

11. Data Security
11.1  WVARC implements appropriate technical and organisational measures to
protect data, including:
e Secure case management system (AdvicePro)
Password protection and access controls
e Cleardeskpolicy
o Secure storage of paper files
o Confidential waste disposal
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e Stafftraining in data protection

Personal data must not be stored on unauthorised devices.

Data Retention

Personal data will be retained:
e Onlyforaslong as necessary
« Inline with contractual and legal requirements

Standard retention period:
¢ Client records: 6 years (unless otherwise required)

Data will be securely destroyed when no longer required.

Individual Rights

Individuals have the right to:
o Beinformed about how their data is used
e Access their personal data (Subject Access Request)
o Request correction of inaccurate data
+ Request erasure (where applicable)
e Restrict processing
e Objectto processing
+ Data portability (where applicable)

Reqguests will be responded to within one calendar month.

Subject Access Requests (SARs)

Individuals can request access to their data by contacting WVARC.

WVARC will:

e Confirmidentity before disclosure
o Provide data securely
 Maintain records of requests

WVARC Privacy Policy - May 2026 v2

Page 4 of 6



15. Confidentiality and Disclosure
15.1 All staff and volunteers must comply with the Confidentiality Policy.

15.2 Information will only be disclosed:
¢ With client consent, or
o  Where legally required

15.3 ldentity checks must be completed before sharing information.

16.  Staff Responsibilities

16.1 Allstaff and volunteers must:
« Complete data protection training
o Handle data securely
e Report breaches immediately
« Follow all relevant policies and procedures

17. Data Breaches

17.1 Anydata breach must be:
o Reported immediately to management
» Assessed and recorded
e Reported to the ICO where required

18. International Data Transfers

18.1 WVARC does not transfer personal data outside the UK unless appropriate
safeguards are in place.

19. Contact Details

19.1 For queries, requests, or complaints:
e« Email: reception@wvarc30.org.uk
e Telephone: 01429271275
e Address: West View Advice & Resource Centre, The Community Centre,
Miers Avenue, Hartlepool, TS24 9JQ
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19.2 Individuals may also contact the Information Commissioner's Office if

dissatisfied with WVARC’s response.

20. Monitoring and Review

20.1 This policy will be reviewed:
o Annually, or
» Inresponse to legislative or operational changes

21. Related Documents
+ Confidentiality Policy
o Data Protection Procedure
o |ICT Security Policy
e Case Recording Standards
« Safeguarding Policy
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