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Watford Women’s Centre Plus 

DATA PROTECTION POLICY 
This policy sets out how Watford Women’s Centre 

will ensure that Data Protection is understood and 
upheld within all aspects of the center’s operation 
and delivery of all services 

 
Review Date:  May 2019 

Last updated:  Sept 2020 

                    
                                                         
 DATA PROTECTION POLICY  
  

Definitions  
Charity  Watford Women’s Centre  

GDPR  means the General Data Protection Regulation.  

Data Controller  Watford Women’s Centre (WWC)  

Responsible 
person  

Dirin Hamakarim:   nominated data control officer  

Register of 
Systems  

means a register of all systems or contexts in which personal data 
is processed by the Charity.  

 
 

Watford Women’s Centre regards the lawful and correct treatment of 

personal information as important to maintaining the confidence of 
those with whom we deal. Information is regularly collected about 

individuals and clients who come into contact with us. Collection, 
storage and protection of this information is covered by this policy  
 

1. Data protection principles  
Watford Women’s Centre is committed to processing data in 

accordance with its responsibilities under the GDPR.  
  
Article 5 of the GDPR requires that personal data shall be:  

 
• processed lawfully, fairly and in a transparent manner in 

relation to individuals;  
• 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;  

• be adequate, relevant and limited to what is necessary in 

relation to the purposes for which they are processed;  
• 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;  

• 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 
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stored for longer periods insofar as the personal data will be 
processed solely for archiving purposes in the public 

interest,  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; 
• 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  
• This policy applies to all personal data processed by the 

WWC   

• The Responsible Person shall take responsibility for the 
Charity’s ongoing compliance with this policy.  (Data 

Protection officer: Dirin Harakarim) 
• This policy shall be reviewed at least annually.   
• Watford Women’s Centre will register with the Information 

Commissioner’s Office as an organisation that processes 
personal data.   

 
3. Disclosure  

• WWC may share data with other agencies such as local 

authorities and funders. Individuals will always be made 
aware how and with whom their information will be shared. 

Consent to sharing of data will be sought and access to 
WWC’s privacy statement provided There are specific 

circumstances where the law allows WWC to disclose data 
(including sensitive data) without the data subjects 
consent:  

These are:  
• Carrying out a legal duty authorised by the Secretary of    

State  
• Protecting the vital interests of an individual or other 
person  

• Conducting any legal proceedings, obtaining legal advice 
or defending a legal right  

• Monitoring for equal opportunities  
• Providing a confidential service where the individual 
consent cannot be obtained or where it is reasonable to 

proceed without consent  
 

4.. Lawful, fair and transparent processing 
   

• To ensure its processing of data is lawful, fair and 

transparent, Watford Women’s Centre will maintain a record 
of the systems used to process data  

• The Register of Systems shall be reviewed at least 
annually.   
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• Individuals have the right to access their personal data and 
any such requests made to the charity shall be dealt with by 

the responsible officer   
• Subject data access requests will be accepted verbally or in 

writing and responded to within 4 weeks.  

• Subject data access requests will be recorded in a central 
register of such requests 

 
5. Lawful purposes  

• All data processed by Watford Women’s Centre 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).   
• The Charity shall note the appropriate lawful basis in the 

Register of Systems.  

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

personal data.   
• 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 

Charity’s systems.    
 
6. Data minimisation  

• Watford Women’s Centre will ensure that personal data are 
adequate, relevant and limited to what is necessary in 

relation to the purposes for which they are processed.   
7. Accuracy  

• Watford Women’s Centre shall take reasonable steps to 
ensure personal data is accurate.   

• 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 

.   
8. Archiving / removal  

• To ensure that personal data is kept for no longer than 

necessary, Watford Women’s Centre shall put in place an 
archiving statement for each area in which personal data is 

processed and review this process annually.  
• The archiving policy shall consider what data should/must be 

retained, for how long, and why. This will often be guided by 

the requirements of commissioners, funders and other 
professional regulators 

• Removal of personal data will be applied in instances where 
an individual has made a request to WWC to remove 
personal data  

 
9. Security  

• WWC shall ensure that personal data is stored securely using 
appropriate software that is kept-up-to-date.   

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-processing/
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• Information and records will only be available to authorised 
staff and volunteers who will be issued with a unique 

login/password that are regularly changed 
• Access to personal data shall be limited to personnel who 

need access and appropriate security will be in place to 

avoid unauthorised sharing of information.   
• When personal data is deleted this should be done safely 

such that the data is irrecoverable.   
• Appropriate back-up and disaster recovery solutions shall be 

in place.   

 
10. Breach  

 
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 
people’s rights and freedoms and if appropriate report this breach to 

the ICO (more information on the ICO website).   
 
In the event of a breach of personal data the following process will 

apply: 
 

1. The data protection officer and CEO will evaluate the risk to 
individuals rights and freedoms. If the evaluations concludes 
that there are significant or meaningful risks to the individual, 

the breach will be reported to the ICO within 72 hours of 
becoming aware of that breach. Reporting should include: 

 
- Nature of the breach 

- Number of people involved 
- Number and category of personal data 
- Name of DP officer 

- Level of risk to the individual 
- Measures taken to mitigate risks 

 
2. Notification to individuals should include the following: 

- Nature of the breach 

- Name of the DP officer 
- Measures we have taken to mitigate further risk 

 
 
REMOTE WORKING AND DATA PROTECTION 

 
11. Security and confidentiality 

 
When working remotely general data protection regulations apply. 
Staff must ensure that individual data is kept secure at all times and 

ensure that the processes detailed in the audit and register of 
information are accurate, up to date and complied with at all times 

 
All staff are required to: 

- Send and receive e mail communication via their work e 

mail address only 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/
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- Carry out telephone conversations in a space where you 
cannot be overheard. 

- Use the charities equipment only (unless otherwise 
authorized) that is protected by a strong password that 
only you have access to. Number passwords are 

recommended. 
- Close down and lock all screens when away from your 

workstation 
- Save all documentation in the charities secure one drive 

locations  

- Download Bit Locker from Microsoft onto all laptop and 
offsite devices. This will protect your data should your 

equipment get stolen or lost.  
- Attend all data protection training provided by the charity 

and keep up to date with changes to data protection 

legislation 
 

 
 
 

 
 


