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ORGANISATION 

Parent and Carer Alliance C.I.C. are an independent Community Interest Company who provide a range of support to 

parent carers.  

We work to ensure  

▪ Families are given a real opportunity to have a voice in the decision-making processes which affect their 

lives;  
▪ Have more knowledge about their rights and those of their children;  
▪ Feel more confident in achieving the best outcomes for their families and  
▪ Have opportunities to meet other families who face the same challenges and who truly understand.  

If you have any questions about this Privacy Notice or your personal information, please contact us:  

▪ by email to: info@parentandcareralliance.org.uk  
▪ by post to: C/O Parent and Carer Alliance C.I.C. Cedar House, Cedar Drive, Dursley, Gloucestershire, GL11 

4EB.  

AIMS OF THIS POLICY  

Parent and Carer Alliance C.I.C needs to keep certain information on its employees, volunteers, Associates, families 

and carers, and organisations and their representatives such as - Gloucestershire County Council; NHS; educational 

organisations; charities; support groups; legal professionals and media representatives to carry out its day to day 

operations, to meet its objectives and to comply with legal obligations.  

Parent and Carer Alliance C.I.C. is committed to ensuring any personal data will be dealt with in line with the General 

Data Protection Regulation (GDPR). To comply with the law, personal information will be collected and used fairly, 

stored safely and not disclosed to any other person unlawfully.  

The aim of this policy is to ensure that everyone handling personal data is fully aware of the requirements and acts in 

accordance with data protection procedures. This document also highlights key data protection procedures within 

Parent and Carer Alliance.  

WHAT IS PROCESSING PERSONAL DATA?  

The definition of ‘Processing’ is obtaining, using, holding, amending, disclosing, destroying, and deleting personal 

data. This includes some paper based personal data as well as that kept on computer. 

LAWFUL BASIS TO PROCESS PERSONAL DATA  

The lawful bases which apply to Parent and Carer Alliance C.I.C. processing personal data are  

▪ Consent: the individual has given clear consent for Parent and Carer Alliance C.I.C to process their personal 

data for a specific purpose; and  
▪ Legitimate interests: the processing is necessary for Parent and Carer Alliance C.I.C legitimate interests or 

the legitimate interests of a third party. In particular, the National lottery has a legitimate interest in 

receiving and processing the personal data of those who have directly benefited from the funding granted by 

the National Lottery, to measure the impact of such funding. 
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PURPOSES OF PROCESSING YOUR PERSONAL DATA  

Parent and Carer Alliance C.I.C. wish to collect and use the following types of personal information for the following 

reasons: 

▪ To provide you with support and guidance;  

▪ To target future events/training and services by understanding your personal situation and experiences; 

▪ To enable you to access and use the website or other social media links to make electronic bookings for 

training, information events, social activities and outings;  

▪ To help us to demonstrate need both locally and nationally to help the Parent and Carer Alliance C.I.C. work 

with other organisations to improve services provided; 

▪ To access funding sources to develop what we can offer to our members;  

▪ To request feedback from you about what you think about any service or support provided to you by the 

Parent and Carer Alliance, e.g., feedback to the National Lottery of the impact of advice and support that you 

have received as a direct result of their providing funding, which may involve them contacting you; 

▪ To send you marketing communications including but not limited to newsletters, offers and training events,  

▪ To contact you personally 

I. To confirm your consent to process information that you have shared directly with Parent and Carer 

Alliance C.I.C. without giving prior consent – through direct email, private message, telephone call 

or in face to face conversation;  

II. In the event Parent and Carer Alliance C.I.C. needs to discuss a booking that you have made to 

access a training event, meeting, trip, social event or otherwise; 

III. To further process your personal information – to collate your anonymised information with that of 

other families to produce a report for third party organisations and their representatives such as – 

Funding providers; Gloucestershire County Council; NHS; educational organisations; charities; 

support groups; legal professionals and media representatives;  

IV. To, where appropriate, enable the National Lottery to discuss your experiences of services and 

support provided through their funding, and  

▪ To track information about the use of our website including information obtained via cookies to develop the 

website.  

Data is also collected for the following reasons:  

▪ Where processing data is necessary for the performance of a contract, such as funding from the National 

Lottery, or to take steps to enter a contract; 

▪ Where processing certain data is necessary for compliance with legal obligations;  

▪ Where processing data is necessary to protect the vital interests of a data subject or another person, and 

▪ Where processing data is necessary for the performance measurements of tasks carried out in the public 

interest or in the exercise of official authority vested in our organisation as Data Controller. 

In addition to the disclosures reasonably necessary for the purposes identified elsewhere above, the Parent and 

Carer Alliance C.I.C. may disclose your personal information to the extent that it is required to do so by law, in 

connection with any legal proceedings or prospective legal proceedings, national security and to establish, exercise 

or defend its legal rights. 
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WHO WILL PROCESS PERSONAL DATA  

Groups of people within Parent and Carer Alliance C.I.C who will process personal data are Directors, Advisers and 

Steering Committee members. Representatives of the National Lottery will, where appropriate, process personal 

data, and contact families, in connection with projects they have funded. 

RESPONSIBILTIES  

Overall responsibility for personal data in Parent and Carer Alliance C.I.C rests with the Directors.  

Louise Arnold, Director, has responsibility for processing data and is responsible for:  

▪ understanding and communicating obligations under the Act 

▪ identifying potential problem areas or risks  

▪ producing clear and effective procedures and 

▪ if applicable, notifying and annually renewing notification to the Information Commissioner, plus notifying of 

any relevant interim changes  

 

All employees and volunteers who process personal information must ensure they not only understand but also act 

in line with this policy and the data protection principles. 

To neglect these responsibilities would be a direct infringement of this policy and  

▪ For employees – you will be dealt with through a formal warning; or summary dismissal where the 

circumstances are sufficiently serious  

▪ For volunteers - your position as a volunteer may be jeopardised should you neglect to follow the policy and 

procedures of the organisation 

  



Parent and Carer Alliance C.I.C  Data Protection and Privacy Policy February 2021 

To be reviewed February 2022   Page 6 of 8 
 

 

POLICY IMPLEMENTATION  

Directors, employees, and volunteers will:  

▪ Ensure any personal data is collected in a fair and lawful way;  

▪ Explain why it is needed at the start;  

▪ Ensure that only the minimum amount of information needed is collected and used;  

▪ Ensure the information used is up to date and accurate;  

▪ Review the length of time information is held;  

▪ Ensure it is kept safely; and  

▪ Ensure the rights people have in relation to their personal data can be exercised  

 

Parent and Carer Alliance C.I.C. will ensure that  

▪ Everyone managing and handling personal information is trained to do so;  

▪ Anyone wanting to make enquiries about handling personal information, whether a member of staff, 

volunteer, or service user, knows what to do;  

▪ Any disclosure of personal data will be in line with our procedures and  

▪ Queries about handling personal information will be dealt with swiftly and politely.  

OBTAINING AND RECORDING CONSENT  

All consent given whilst completing online forms is recorded against that form, stored on a secure server, and as 

needed, on a spreadsheet stored on password protected laptop computers.  

Consent given by email is stored within that email on a secure server and on a spreadsheet stored on password 

protected laptop computers.  

Private messages sent to Parent and Carer Alliance C.I.C. will, where appropriate, be replied to with a request to 

resend the information via an online form where the information given is recorded against that form, stored on a 

secure server and, as needed, on a spreadsheet stored on password protected laptop computers. In other cases, the 

person contacting the Parent and Carer Alliance C.I.C. will be asked to confirm consent to share the information they 

have given, by email. 

Messages and emails sent to Parent and Carer Alliance C.I.C. which are not subsequently followed by consent to 

share being given within a month, will be deleted. 
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SECURITY OF PERSONAL DATA  

Parent and Carer Alliance C.I.C. will take reasonable technical and organisational precautions to prevent the loss, 

misuse, or alteration of your personal information. We will take reasonable technical and organisational precautions 

to store, process and transport all personal information you provide in a secure manner.  

All devices where data can be stored or processed must be password protected. Where possible files containing 

sensitive data should be password protected and, if sharing the file, the password should be communicated 

separately. 

All data that is to be shared should be kept to the minimum required to make an effective decision on the 

information supplied, and where possible, anonymised. Data to be emailed should be sent using 

@parentandcareralliance.org.uk email addresses 

Paper copies of information should only be produced when essential, and wherever possible, information recorded 

on paper should be anonymised. Information in paper format should only be retained for as short a time as possible, 

and once no longer needed, should be shredded. 

Any unauthorised disclosure of personal data to a third party may result in 

▪ For employees – you will be dealt with through a formal warning; or summary dismissal where the 

circumstances are sufficiently serious 

▪ For volunteers - your position as a volunteer may be terminated. 

 

 If a breach of data protection were to occur, consideration will be given to reviewing practices. In addition, Parent 

and Carer Alliance C.I.C. will consider whether the breach should be reported to the Information Commissioner 

and/or to any partners with which we hold Information Sharing or Partnership Agreements  

RETAINING PERSONAL DATA  

Parent and Carer Alliance C.I.C. will endeavour to keep data only for as long as needed and data will be deleted when 

it is no longer needed. Some records will be retained permanently if legally required to do so. Some other records 

will be retained for an extended period to follow best practice –  

▪ Personnel files -6 years after employment/volunteering ceases, (slimmed down format after 2 years) 

▪ Application forms and interview notes (unsuccessful candidates)- 1 year  

▪ Letters of reference - 6 years from the end of employment 

▪ Accident books, accident records/reports - 3 years  

▪ Assessments under health & safety regulations- Permanently  

▪ Income tax, NI returns, income tax records and correspondence with IR - At least 3 years after the end of 

the financial year to which they relate 

▪ Project information on service users - Data relating to programmes will be retained for as long as is 

necessary to provide an audit trail for funders, as set out in contractual agreements. For funding provided 

by the National Lottery this is for up to 7 years afterwards. For European Funded projects this can be up to 

13 years. 
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WITHDRAWING CONSENT  

You have the right to access, correct, have erased, and object to processing your personal data. When exercising any 

of the rights, we may need to verify your identity for your security. Once we have received your request, we will 

respond within one month.  

You can withdraw your consent to share your information at any time without detriment  

▪ By email to: info@parentandcareralliance.org.uk;  

▪ By post to: C/O Parent and Carer Alliance C.I.C., Cedar House, Cedar Drive, Dursley, Gloucestershire, GL11 

4EB; or  

▪ By contacting Louise Arnold, Director, louise@parentandcareralliance.org.uk  

 

RIGHT TO COMPLAIN  

You have the right to lodge a complaint with the Information Commissioner’s Office  

https://ico.org.uk/global/contact-us/ or call their helpline on 0303 123 1113.  

REVIEW  

This policy will be reviewed annually to ensure it remains up to date and compliant with the law  

DECLARATION  

I confirm I have read and understood Parent and Carer Alliance C.I.C.’s Data Protection Policy and will act in 

accordance with it.  

I am connected with this organisation in my capacity as a  

  Director  

  Adviser 

  Steering Committee Member 

   Volunteer  

Signature:  

 

Print name:  

Date:  

Please return this form to Louise Arnold, Director, louise@parentandcareralliance.org.uk 

 


