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Data Protection Policy 
Definitions 

1. Personal data is information about a person which is identifiable as being about them. It includes 
names and addresses and contact details. It can be stored electronically or on paper, and includes 
photographic and film images and audio recordings, as well as written information. 

2. This Data Protection Policy is about how we, as an organisation, ensure we protect the rights and 
privacy of individuals, and comply with the law, when collecting, storing, using, amending, sharing, 
destroying or deleting personal data. 

2 TNM Responsibility 

1. Responsibility for keeping the data protection policy up to date, promoting best practice amongst 
members, and addressing any complaints, lies with the TNM committee.  

2. All members and volunteers are responsible for observing this policy, and related procedures, in 
all areas of their work for the group. 

3. Associated groups and projects following Transition New Mills’ constitution and policies are 
required to familiarise themselves with this policy and observe it within their group activity and 
organisation.  

 
3 Overall policy statement 

1. Transition New Mills needs to keep personal data about its Committee, members, volunteers and 
supporters in order to carry out TNM activities. 

2. We will collect, store, use, amend, share, destroy or delete personal data only in ways which 
protect people’s privacy and comply with the General Data Protection Regulation (GDPR) and other 
relevant legislation. 

3. We will only collect, store and use the minimum amount of data that we need for clear specific 
purposes necessary to run the group and will not collect, store or use data we do not need. 

4. We will only collect, store and use data for: 

♦ purposes for which the individual has given explicit consent 

♦ purposes that are in TNM’s legitimate interests 

♦ complying with legal obligations 

♦ protection of someone’s life  

♦ performing public tasks. 
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5. We will provide individuals with details of the data we have about them when requested by the 
relevant individual. 

6. We will delete data if requested by the relevant individual, unless we need to keep it for legal 
reasons. 

7. We will endeavour to keep personal data up-to-date and accurate. 

8. We will store personal data securely. 

9. We will not share personal data with third parties without the explicit consent of the relevant 
individual, unless legally required to do so. 

10. We will endeavour not to have data breaches. In the event of a data breach, we will endeavour 
to rectify the breach by getting any lost or shared data back. We will evaluate our processes and 
understand how to avoid it happening again. Serious data breaches which may risk someone’s 
personal rights or freedoms will be reported to the Information Commissioner’s Office within 72 
hours, and to the individual concerned. 

11. To uphold this policy, we will maintain a set of data protection procedures for our Committee and 
volunteers to follow. 

 

4 Review This policy will be reviewed when required, or every two years 

 

Date:  17th September 2020 

 

Signature  

 

Signature 

 

 

 

 

 

 

Data protection procedures 
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1 Introduction 

1. Transition New Mills has a data protection policy which is reviewed every two years. In order to 
help us uphold the policy, we have created the following procedures which outline ways in which we 
collect, store, use, amend, share, destroy and delete personal data. 

2. These procedures cover the main, regular ways we collect and use personal data. We may from 
time to time collect and use data in ways not covered here. In these cases we will ensure our Data 
Protection Policy is upheld. 

2 General procedures 

1. Data will only be stored on established third party websites such as Google Drive or Dropbox, or 
mailing list clients. Committee and established project members will only have access to the shared 
folders which relate to their responsibilities and roles. Member access to folders within Transition 
New Mills’ Google Drive and Dropbox folders will be reviewed every 6 months to ensure permissions 
are up to date, and will be discussed at regular intervals at committee meetings. 

2. When data is collected on paper, it will be transferred to a shared digital folder, with the original 
paper copy destroyed. When data is stored locally for a specific purpose, it will be transferred to a 
shared folder as soon as possible, and the local copy will be destroyed. 

3. When we no longer need data, or when someone has asked for their data to be deleted, it will be 
deleted securely. We will ensure that data is permanently deleted from shared folders, and that 
paper data is shredded. 

4. When collecting data, either physically or digitally, we will always ask for consent and give a clear 
indication of how that data will be used. Data will not be processed for other purposes, and will only 
be used for the original intent that it was given. Only necessary data will be collected, and a record 
of the specific consent given will be kept alongside the data. 

5. We will post a privacy notice on our website and main social media page. 

6. All data protection queries, including requests for data to be deleted, should be directed to 
transition.newmills@gmail.com 

3 Mailing list 

1. We will maintain a mailing list. This will include the names and contact details of people who have 
consented to receive newsletters, publicity, information and fundraising appeals from Transition New 
Mills. 

2. When people sign up to the list we will explain how their details will be used, and that they may 
ask to be removed from the list at any time.  

3. We will not use the mailing list in any way that the individuals on it have not explicitly consented 
to. 

4. We will provide information about how to be removed from the list with every mailing. 
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4 Supporting individuals 

1. From time to time, individuals or groups contact TNM to ask us to help them set up, develop or 
obtain funding for projects that are in line with our Vision and Aims as detailed in our Constitution. 

2. We will request explicit consent before sharing any personal details with any other relevant third 
party. 

3. We will not keep information relating to an individual for any longer than is necessary for the 
purpose of providing them with the support they have requested, unless they request we add them 
to our mailing lists. 

6 Contacting volunteers and Messaging Groups 

1. Local people volunteer for Transition New Mills in a number of ways - they often self-organise in 
Whatsapp Groups, Facebook Messenger and Groups, via email and other online platforms. 

2. The functionality of some of the above messaging platforms means that personal data including 
names and phone numbers will be automatically shared with other volunteers upon joining. We will 
notify volunteers of this fact, and their shared responsibility not to share other volunteers’ data, in all 
group descriptions and via a specific post every three months. Volunteers will be advised to remove 
themselves from the group if they are not willing to share their own data in this way, and also to 
protect the data of other members. 

3. To allow volunteers to work together, it is sometimes necessary to share volunteer contact details 
with other specific volunteers if they are not already in communication with each other. We will only 
do this with explicit consent. 

4. Care will be taken when mass emailing to use the Bcc field to avoid accidentally sharing all email 
addresses. 

7 Contacting Committee members 

1. The TNM Committee members need to be in contact with one another in order to run TNM 
effectively, in line with its constitution and to ensure its legal obligations are met. 

2. TNM Committee members’ contact details will be shared among themselves. 

3. TNM Committee members will not share each other's contact details with anyone outside of the 
committee, or use them for anything other than Transition New Mills business, without explicit 
consent. 

8 Review 

These procedures will be reviewed when required, or every two years. 

Date    17th September 2020                  Signature                                             Signature 
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Appendix 

General Privacy Notice for website and Social Media Pages 

Transition New Mills holds the contact details of those people who have asked to be kept in touch 
with news, events and opportunities about projects they support. Only the Transition New Mills 
Committee and appropriate volunteers have access to this data, and will not share it with any other 
third parties. Data will be stored on third party websites such as Google Drive or Dropbox. Data will 
also be stored via Mailchimp, which will be held outside the EU. Please contact 
transition.newmills@gmail.com if you have any queries about your data or you wish to be removed 
from a mailing list or group. 

Privacy notice for emails 

Transition New Mills holds the contact details of those people who have asked to be kept in touch 
with news, events and opportunities about projects they support. Only the Transition New Mills 
Committee and relevant have access to this data, and will not share it with any other third parties.  

If you no longer wish to receive emails from Transition New Mills, please reply with the word 'remove' 
in the subject line, or press the 'unsubscribe' link at the bottom of our newsletter. 

Privacy notice for group descriptions and 3-month notifications 

Whatsapp Groups 

Privacy notice: Please note that by joining this Whatsapp group your name and phone 
number will be automatically shared with other group members. If you do not wish to share 
this information, please remove yourself from the group immediately. Please respect the 
privacy of other members’ data by not sharing it outside this group. Unless you have 
express consent, please do not send personal messages to other group members or 
contact them about matters unrelated to the purpose of this group or Transition New Mills.  

General Groups (Email, Facebook Groups, etc) 

Privacy notice: Please note that by taking part in this Transition New Mills group your public 
profile will be accessible to other members. If you do not wish to share this information, 
please remove yourself from the group immediately. Please respect the privacy of other 
members’ by not sharing any of their data or information outside this group. Unless you 
have express consent, please do not send personal messages to other group members or 
contact them about matters unrelated to the purpose of this group or Transition New Mills.  

Useful contacts 

Information Commissioners’ Office (ICO) / https://ico.org.uk 

0303 123 1113 (Advice helpline for charities and small businesses) 

This document has been written with reference to Data Protection for Community Groups (Sept 
2019) The Resource Centre www.resourcecentre.org.uk  
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