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Data Protection Policy 

According to the Data Protection Act 1998, an organisation that is 

responsible for using data has to follow strict rules called ‘data protection 
principles’. They must make sure that the information is: 

• used fairly and lawfully 

• used for limited, specifically stated purposes 

• used in a way that is adequate, relevant and not excessive 

• accurate 

• kept for no longer than is absolutely necessary 

• handled according to people’s data protection rights 

• kept safe and secure 

• not transferred outside the UK without adequate protection 

 

As an organisation that is not established or conducted for profit, and that 

processes data relating to its members and supporters only for the 
purposes of the organisation’s activities, Explore is exempt from the 
requirement to register with the Information Commissioner’s Office. 

 We must however ensure that we; 

 

• only process information necessary to establish or maintain 

membership or support 

• only process information necessary to provide or administer 
activities for people who are members of the organisation or have 

regular contact with it, e.g. tutors. 

• only share the information with people and organisations necessary 
to carry out the organisation’s activities.  

• only keep the information while the individual is a member or 
supporter or as long as necessary for member/supporter 
administration.  

 

 

In practice, this means that we can maintain a database of names and 

contact details (email addresses, telephone numbers, postal addresses) 
for members and for people who have expressed an interest in 
membership.  

The database must be kept up to date and held securely.  

http://www.josephcowen.org.uk/
http://www.legislation.gov.uk/ukpga/1998/29/contents
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Personal data must not be passed on to any third party without the 
consent of the data subject. 

Any additional data (e.g. age, employment status, ethnic origin) that may 
be obtained for a specific purpose, such as a funding application, must 
not be retained for longer than is necessary for data analysis.  

Individuals are entitled to see what personal data we hold on them in 
return for a reasonable administration charge. 

 

Practical tips for office PCs 

• Don’t leave the database open if you are leaving the office  

• Don’t leave members’ or tutors’ names and contact details lying 

around 

• Don’t pass on a member’s or tutor’s details without their consent 

• Log out of gmail and MailChimp each time you use them. 

 

Data security 

 

The following precautions will be taken to ensure as far as possible the 

security of members’ personal data. 

• Only essential data are held electronically. 

• Databases (e.g. Excel, Access files) are password protected 

• A secure mailing management system, e.g. MailChimp is used for 

all mass mailings.   

• Members’ and tutors’ personal data held off-site are limited to 

those essential for a specific purpose, e.g. course enrolments, 

programme arrangements, and only for as long as necessary for 

that purpose.     

• Annual audits are undertaken of what data are held, and any 

unnecessary data deleted.   

• When the Explore office is not manned, the PCs are shut down 

and the office locked.  Paper records are kept locked away. 
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Internet security 
 

• The office PCs and laptops are protected by up-to-date security 

software 

• Google account passwords are changed at the start of each 

season and are known only to those who need them. A list of 

who has access is kept in the office. 

• If unauthorised access to the Explore account is suspected, the 

password will be changed immediately and members informed. 

 

The nominated Data Controller for Explore is Jack Pennie 

 

The following Data Protection Statement is appended to any request 

for personal data: 

 

JCLLC undertakes to keep your personal information secure, and to use 

it only for the necessary purposes of the Explore programme.  We will 
not pass on your information to any third party without your consent. 

 

 

 

 

 


