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DATA PROTECTION POLICY


1.  Introduction

· This policy sets out the obligations of Tendring District Talking Newspaper Association (“the Charity”) regarding data protection and the rights of listeners and volunteers (“data subjects”) in respect of their personal data

· This policy applies to all personal data processed by the Charity

· The Charity is committed to the letter and spirit of the law and places high importance on the correct, lawful and fair processing of all personal data respecting the legal rights, privacy and trust of the data subjects with whom it deals

· This policy shall be reviewed at least annually

2.  Specified Purposes

The Charity shall collect and process personal data only for the purposes set out in the Charity’s Privacy Notices provided to data subjects

3.  Adequate, Relevant and Limited Data Processing

The Charity shall only collect and process personal data for and to the extent necessary for the purposes of which data subjects have been informed

4.  Accuracy of Data and Keeping Data Up to Date

The Charity shall ensure that all personal data collected, processed and held by it is kept accurate and up to date

The accuracy of personal data shall as far as reasonably possible be checked when it is collected. If any personal data is found to be inaccurate or out of date all reasonable steps shall be taken without delay to amend or erase that data as appropriate

5.  Data Retention

The Charity shall not keep personal data for any longer than is necessary for the purposes for which that data was originally collected and processed

When personal data is no longer required for those purposes all reasonable steps shall be taken to erase it without delay





6.  Security

The Charity shall ensure that all personal data collected, held and processed is kept secure and protected against unauthorised or unlawful processing and against accidental loss, destruction or damage.

Further details of the technical and organisational measures which shall be taken are provided in paragraphs 13 and 14 of this policy.

7.  Accountability and Record Keeping

The Charity’s representative responsible for overseeing the implementation of this policy and for monitoring compliance with this policy and with data protection legislation is our Chairman, Adrian Robinson - tel: 07831 704078 e-mail: tendringtalkingtimes1976@gmail.com (“the representative”).

The Charity shall carry out and record in writing an Information Audit and an Assessment of the lawful basis on which it processes personal data which shall be reviewed annually.

The Charity shall provide to data subjects Privacy Notices as prescribed by the General Data Protection Regulation (GDPR) as soon as reasonably practical after collection of the data.

The Charity shall notify the Information Commissioner’s Office that it is an organisation that processes personal data and register accordingly.

8.  Data Subject Access

All requests by data subjects to access their personal data shall be passed without delay to the representative and dealt with by him

A copy of the information requested shall be provided free of charge and without delay and in any event within one month of receipt of the request

Complex, numerous or manifestly unfounded or excessive requests shall be dealt with in accordance with the GDPR

Reasonable steps shall be taken to verify the identity of the person making the request

If a request is made electronically the Charity shall reply in that format

9.  Rectification of Personal Data

All requests by data subjects to rectify their personal data shall be passed without delay to the representative and dealt with by him

The Charity shall rectify the personal data in question and inform the data subject of that rectification within one month of receiving the request. This period may be extended by up to two months in the case of complex requests in which event the data subject shall be informed

In the event that any affected personal data has been disclosed to third parties, those parties shall be informed of the rectification unless this proves impossible or involves disproportionate effort

If the Charity is unable to comply with the rectification request it shall inform the data subject of the reasons why and of the data subject’s right to complain to the Information Commissioner’s Office and to a judicial remedy

10.  Erasure of Personal Data

All requests by data subjects to erase their personal data shall be passed without delay to the representative and dealt with by him

Unless the Charity has reasonable grounds to refuse to erase the data all requests for erasure shall be complied with and the data subject informed of the erasure within one month of receipt of the request. This period may be extended by up to two months in the case of complex requests in which event the data subject shall be informed

In the event that any affected personal data has been disclosed to third parties those parties shall be informed of the erasure unless it is impossible or would involve disproportionate effort to do so.

11.  Restriction of Personal Data Processing

All requests by data subjects to block or suppress the processing of personal data shall be passed without delay to the representative and shall be dealt with by him

On receipt of such a request the Charity shall not process the affected personal data whilst the request is investigated. Following completion of the investigation which shall be carried out as soon as reasonably practicable the data subject shall be informed if as a result of that investigation the Charity has decided to lift the restriction.

In the event that any affected personal data has been disclosed to third parties, those parties shall be informed of the restriction on processing unless it is impossible or would require disproportionate effort to do so

12.  Objection to Processing

All objections by data subjects to the processing of personal data shall be passed without delay to the representative and shall be dealt with by him

Upon receipt of a valid objection the Charity shall cease immediately to process the affected data unless it is able to demonstrate compelling legitimate grounds for processing which override the interests, rights and freedoms of the data subject and in this event shall advise the data subject accordingly.

13.  Data Security

The Charity shall ensure as far as reasonably possible that:

· no personal data is sent or transferred electronically unless by encrypted e-mail and via secure networks only
· all personal data where transferred in hardcopy form is passed directly to the recipient or sent using Royal Mail post to the data subject’s recorded address
· all electronic copies of personal data shall be stored securely using passwords
· all hard copies of personal data along with any electronic copies stored on physical, removable media shall be stored securely in a locked box, drawer, cabinet or similar
· all personal data stored electronically shall be backed up with back ups stored off site
· no personal data shall be shared or transferred without authorisation from the representative
· personal data must be handled with care at all times and should not be left unattended or on view to unauthorised parties
· its security controls are regularly reviewed
· all personal data breaches must be reported immediately to the representative
· in the event of a breach of security leading to the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to personal data the Charity shall promptly assess the risk to the data subject’s rights and freedoms and if such risk is found to exist report the breach to the Information Commissioner’s Office within 72 hours of it having occurred providing the following information:

(a)  the categories and approximate number of data subjects concerned
(b)  the categories and approximate number of personal data records concerned
(c)  the name and contact details of the representative
(d)  the likely consequences of the breach
(e)  details of the measures taken, or proposed to be taken, by the Charity to address the breach including, where appropriate, measures to mitigate its possible adverse effects

If such risk is found to be high the data subject shall be informed of the breach

A written record shall be kept of all data protection breaches

14.  Organisational Measures

All volunteers shall be made aware of their responsibilities and the Charity’s responsibilities regarding data protection and shall be provided with a copy of this policy

Methods of collecting, holding and processing personal data shall be regularly evaluated and reviewed

All personal data held by the Charity shall be reviewed periodically

Any third parties working on behalf of the Charity handling personal data including the disposal and destruction of it shall be bound to do so in accordance with the principles of the GDPR and this policy by contract
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Tendring District Talking Newspaper Association
Registered Charity No. 273432

B. H. Naylor (Hon Treasurer)
Tendring Talking Times

10 The Grand

73 Marine Parade East
Clacton on Sea

Essex CO15 6]T

Mr A. M. Robinson

2 Albany Gardens East
Clacton on Sea

Essex CO15 6HN

15t February 2023

Dear Adrian
Re: Tend. Dist. Talk News Assoc (Charity No 273432)

Please find enclosed two pages regarding signatory of the Lloyds Bank account. [ am afraid
the Nationwide Account sheets will come later.

Page 8 Please sign where indicated. (Do not date)

Page 10 Please sign where indicated. (Do not date). If you are already a client of
Lloyds bank please put a cross in the yes box and complete with your existing sort code
and account number, if not just cross the “no” box.

When completed could you either post back to me or put in the drawer in the producers
room in the studio marked “Treasurer”
I enclose for your use a stamped addressed envelope

Many thanks
Regards
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Hon Treasurer
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