
 

Huddersfield Community First 
Data Protection Policy 

 
 
Definitions 
 

●​ ‘Organisation’ in this policy refers to Huddersfield Community First (HDC First). 
●​ ‘GDPR’ means the General Data Protection Regulation. 
●​ ‘Data Protection Lead’ means Mohammed Abubakar (Chair of the Board of Trustees). 
●​ ‘Register of Systems’ means a register of all systems or contexts in which personal 

data is processed by the Organisation. 
 

1.​ Data protection principles 
 
The Organisation is committed to processing data in accordance with its 
responsibilities under the GDPR. 
 
Article 5 of the GDPR requires that personal data shall be: 
 

I.​ processed lawfully, fairly and in a transparent manner in relation to 
individuals; 

II.​ collected for specified, explicit and legitimate purposes and not further 
processed in a manner that is incompatible with those purposes; further 
processing for archiving purposes in the public interest, scientific or historical 
research purposes or statistical purposes shall not be considered to be 
incompatible with the initial purposes; 

III.​ adequate, relevant and limited to what is necessary in relation to the 
purposes for which they are processed; 

IV.​ accurate and, where necessary, kept up to date; every reasonable step must 
be taken to ensure that personal data that are inaccurate, having regard to 
the purposes for which they are processed, are erased or rectified without 
delay; 

V.​ kept in a form which permits identification of data subjects for no longer than 
is necessary for the purposes for which the personal data are processed; 
personal data may be stored for longer periods insofar as the personal data 
will be processed solely for archiving purposes in the public interest, scientific 
or historical research purposes or statistical purposes subject to 
implementation of the appropriate technical and organisational measures 
required by the GDPR in order to safeguard the rights and freedoms of 
individuals; and 

 



 

VI.​ processed in a manner that ensures appropriate security of the personal data, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or 
organisational measures.” 

 
2.​ General provisions 

 
I.​ This policy applies to all personal data processed by the Organisation. 

II.​ The Data Protection Lead shall take responsibility for the Organisation’s 
ongoing compliance with this policy. 

III.​ This policy shall be reviewed at least annually. 
IV.​ The Organisation shall register with the Information Commissioner’s Office as 

an organisation that processes personal data. 
 

3.​ Lawful, fair and transparent processing 
 

I.​ To ensure its processing of data is lawful, fair and transparent, the 
Organisation shall maintain a Register of Systems. 

II.​ The Register of Systems shall be reviewed at least annually. 
III.​ Individuals have the right to access their personal data and any such requests 

made to the Organisation shall be dealt with in a timely manner. 
 

4.​ Lawful purposes 
 

I.​ All data processed by the Organisation must be done on one of the following 
lawful bases: consent, contract, legal obligation, vital interests, public task or 
legitimate interests (see ICO guidance for more information). 

II.​ The Organisation shall note the appropriate lawful basis in the Register of 
Systems. 

III.​ Where consent is relied upon as a lawful basis for processing data, evidence 
of opt-in  consent shall be kept with the personal data. 

IV.​ Where communications are sent to individuals based on their consent, the 
option for the individual to revoke their consent should be clearly available 
and systems should be in place to ensure such revocation is reflected 
accurately in the Organisation’s systems. 

 
5.​ Data the Organisation collects 

 
I.​ The Organisation shall ensure that personal data are adequate, relevant and 

limited to what is necessary in relation to the purposes for which they are 
processed. 

 



 

II.​ Depending on the relationship with the individual, the Organisation may 
collect: 

A.​ Contact details (name, address, phone, email). 
B.​ Demographic information (age, gender, ethnicity). 
C.​ Financial details (bank account information for donations or 

payments). 
D.​ Records of engagement (event attendance, volunteer hours). 
E.​ Safeguarding and welfare information (where necessary). 
F.​ Special category data (religious beliefs, health data) – only where 

necessary and with appropriate safeguards. 
III.​ The Organisation shall take reasonable steps to ensure personal data is 

accurate. 
IV.​ Where necessary for the lawful basis on which data is processed, steps shall 

be put in place to ensure that personal data is kept up to date. 
 

6.​ How the Organisation uses personal data 
 
The Organisation uses personal data to: 

 
I.​ Deliver charitable activities and services. 

II.​ Manage volunteers and staff. 
III.​ Administer donations and fundraising. 
IV.​ Maintain supporter and beneficiary records. 
V.​ Comply with legal and safeguarding obligations. 

VI.​ Monitor and improve services. 
 

7.​ Sharing personal data 
 
The Organisation will not sell personal data. It may share data with: 
 

I.​ Service providers acting as data processors (e.g. cloud storage providers). 
II.​ Regulatory bodies (e.g. Organisation Commission, HMRC). 

III.​ Safeguarding or emergency services where legally required. 
 
Any sharing will be subject to a written agreement and appropriate data protection 
safeguards. 

​  
8.​ Data security 

 
The Organisation will: 
 

 



 

I.​ Store electronic data in password-protected systems with restricted access. 
II.​ Keep paper records in locked cabinets. 

III.​ Ensure secure disposal of data when no longer needed. 
IV.​ Provide training to staff and volunteers on data protection. 

 
9.​ Data retention 

 
The Organisation will retain personal data only as long as necessary for the purpose 
collected and in line with its Data Retention Schedule. After this period, data will be 
securely deleted or anonymised. 
 

10.​Individual rights 
 
Under UK GDPR, individuals have the right to: 
 

I.​ Be informed about how their data is used. 
II.​ Access their personal data. 

III.​ Rectify inaccurate or incomplete data. 
IV.​ Request erasure (“right to be forgotten”). 
V.​ Restrict processing in certain circumstances. 

VI.​ Data portability (where applicable). 
VII.​ Object to certain processing, including direct marketing. 

VIII.​ Not be subject to solely automated decisions with legal or significant effects. 
 
Requests can be made to the Data Protection Lead (see Section 12). 
 

11.​Breach reporting 
 
Any suspected personal data breach must be reported immediately to the Data 
Protection Lead. The Organisation will assess all breaches and, where required, 
report them to the Information Commissioner’s Office (ICO) within 72 hours and 
inform affected individuals without undue delay. 
 

12.​Contact details 
 
Data Protection Lead:​​ Mohammed Abubakar 
Email:​ ​ ​ ​ mohammed@hdcfirst.org.uk 
Phone:​​ ​ ​ 01484 767666 
 
The ICO can be contacted via their website: www.ico.org.uk 

 

 



 

13.​Policy review 
 
This policy will be reviewed annually, or sooner if there are significant changes in 
data protection law or in the Organisation’s processing activities. 
 
This policy has been approved by:​ Mohammed Abubakar (Chair) 
On behalf of: ​ ​ ​ ​ Huddersfield Community First 
 
Date: 01/09/25​ ​ ​ Signed:​ 

 


