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1  Scope and responsibilities
CHASA processes personal information in accordance with the UK General Data Protection Regulation and the Data Protection Act 2018. This notice applies to committee members, volunteers, parents and carers, pupils where their data is collected, supporters, donors, suppliers, school staff and members of the public.
CHASA is the data controller for personal data it determines how and why to use. The committee is collectively responsible for compliance. The Chair is the first point of contact at jbunker@crayke.n-yorks.sch.uk. CHASA is not currently required to appoint a statutory Data Protection Officer, but will nominate a committee member to coordinate privacy matters.
2  Information we may collect
· names, contact details and communication preferences;
· committee, membership and volunteer records;
· event bookings, attendance, emergency contacts and payment records;
· limited information about children where needed for an event, photograph or safeguarding purpose;
· access, dietary, allergy, health, religious or other special category information where necessary;
· photographs or video where a suitable lawful basis applies;
· supplier, sponsor, donor, Gift Aid and financial records; and
· DBS status or volunteer suitability information where legally permitted and necessary, rather than unnecessary copies of certificates.
3  Why and how we use information
CHASA uses personal data to administer the association, communicate about meetings and activities, organise safe and inclusive events, manage volunteers, process payments and donations, keep accounts, meet legal and insurance duties, protect people’s vital interests in an emergency, and promote its charitable work.
Depending on the activity, the lawful basis may be consent, contract, legal obligation, vital interests or legitimate interests. Special category data will only be used where an additional condition under data protection law applies. CHASA will record the basis relied upon for significant or new processing and will not treat consent as the automatic basis for every activity.
Photographs and video
CHASA will explain when photography or filming is planned and how images may be used. Consent will be obtained where it is the appropriate lawful basis, particularly for identifiable promotional images of children. At larger events CHASA may use another lawful basis only after assessing necessity, reasonable expectations and safeguards, and will provide a practical way to object. The school’s permissions do not automatically cover CHASA’s separate use.
4  Sharing and service providers
CHASA will not sell personal data. It may share the minimum necessary information with the school, insurers, banks, payment providers, fundraising platforms, email or cloud providers, professional advisers, public authorities or law enforcement where there is a lawful reason.
The committee will maintain a current record of third-party services used, including systems such as SumUp and Easyfundraising where applicable, and will check appropriate contractual, security and international-transfer arrangements. The previous statement that CHASA has no external processors is withdrawn.
5  Retention
Personal data will be kept only as long as required for the purpose, legal duties, insurance, audit or the defence of claims. CHASA will maintain and review a retention schedule. Event contact, health and access information should normally be securely deleted after the event once no longer required; accounting, Gift Aid and governance records may need to be retained longer. Mailing-list information is retained until consent is withdrawn or it is no longer needed.
Paper records must be kept secure and shredded when disposal is due. Digital records must be deleted from devices, downloads, recycle bins and shared locations so far as reasonably practicable.
6  Security and access
· use strong, unique passwords and multi-factor authentication wherever available;
· protect devices with passcodes, current security updates and encryption where available;
· restrict access to those who need it and use role-based/shared association accounts where practicable;
· do not send passwords in the same message as protected files;
· use blind copy or an approved mailing system for group emails unless recipients have agreed to share addresses;
· avoid retaining personal information on personal devices; and
· remove access promptly and transfer association records securely when an officer or volunteer leaves.
7  Personal data breaches
Any loss, misdirection, unauthorised access, disclosure or suspected compromise of personal data must be reported immediately to the Chair or privacy lead. CHASA will contain and assess the incident, record the facts, effects and response, and notify the Information Commissioner’s Office without undue delay and, where required, within 72 hours of becoming aware. Affected individuals will be informed without undue delay where the breach is likely to result in a high risk to their rights and freedoms.
8  Your rights
Subject to legal limits, individuals may ask to be informed, access their data, correct it, erase it, restrict its use, receive portable data where applicable, object to processing, withdraw consent, and challenge solely automated decisions. Requests do not require a signature or special wording and will normally be answered within one month after any necessary identity checks.
Concerns may be raised with CHASA at chasa@crayke.n-yorks.sch.uk and complaints may be made to the Information Commissioner’s Office at ico.org.uk.
9  ICO fee and review
CHASA will use the ICO’s current self-assessment each year, and whenever its processing changes, to decide whether it must pay the data protection fee. The policy will not rely on a permanent exemption statement.
This notice and CHASA’s data inventory, processors and retention schedule will be reviewed annually and when a new system or significant processing activity is proposed.
References
· UK General Data Protection Regulation
· Data Protection Act 2018
· Information Commissioner’s Office guidance on lawful bases, security, breaches, fees and individual rights
· Parentkind governance and data protection guidance
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