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Data
Protection Policy

Overview

Pace takes the security and privacy of your data seriously. We need to gather and use
information or ‘data’ about you as part of our operations and to manage our relationship with
you. Pace is committed to protecting the rights and privacy of individuals in accordance
with the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).

This policy applies to current and former employees, volunteers, pupils, parents, consultants,
donors, and any other individuals whose data we have collected. If you fall into one of these
categories, then you are a ‘data subject’ for the purposes of this policy. You should read this
policy, where relevant, alongside your contract for services, contract of employment, and
any other notice we issue to you from time to time in relation to your data.

Charities, schools, and therapy centres are required to be registered as Data Controllers with
the Information Commissioner’'s Office (ICO), detailing the information held and its use.
These details are available on the ICO’s website. We also issue Privacy Notices to all data
subjects, summarising the data held, the legal basis for processing, and any third parties with
whom it may be shared.

Purpose

This policy ensures that personal information is handled correctly and securely in
accordance with the Data Protection Act 2018 and UK GDPR. It applies to all formats of
data—paper or electronic—and to all stages of data handling: collection, use, recording,
storage, and destruction.

All staff involved with the collection, processing, and disclosure of personal data must
adhere to this policy.

Data Protection Principles

Personal data must be processed in accordance with the following six principles:
* Processed lawfully, fairly, and transparently;

* Collected for specified, explicit, and legitimate purposes;
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» Adequate, relevant, and limited to what is necessary;
» Accurate and kept up to date;

* Retained only as long as necessary;

* Processed securely.

We are accountable for these principles and must demonstrate compliance.

Lawful Bases for Processing

We process personal data under one or more of the following lawful bases:
» Consent;

» Contractual necessity;

* Legal obligation;

* Vital interests;

* Public task;

* Legitimate interests.

For special category data (e.g., health data), we rely on additional conditions under Article 9
of UK GDPR, such as explicit consent or the provision of health or social care. The legal basis
for processing is defined in the Privacy Notices issued.

Children’s Data

As a school and paediatric therapy centre, we process children’s data with particular care.
We obtain parental consent where required and implement safeguards to protect the rights
and freedoms of children, in line with the UK GDPR. The age of digital consent in the UK is 13.

What is Personal Data?

Personal data refers to any information relating to an identified or identifiable living
individual. It includes names, contact details, opinions, and intentions. It does not include
anonymised data.
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General Statement

Pace is committed to:

* Informing individuals why their data is collected;

» Sharing data only when legally appropriate;

* Informing individuals when and with whom their data is shared;
* Ensuring data accuracy and quality;

* Retaining data only as long as necessary;

* Securely destroying obsolete data;

* Protecting data from loss, theft, or unauthorised disclosure;

« Responding to Subject Access Requests (see Appendix 1);

* Training staff and volunteers on data protection responsibilities.

Subject Access Requests

Individuals have the right to access their personal data. Requests should be made in writing
to the Data Protection Officer. We will respond within one month, in accordance with UK
GDPR.

Data Breach Procedures

Any data breach must be reported immediately to the Data Protection Officer. We will
assess the risk and notify the ICO within 72 hours if required. Affected individuals will be
informed where there is a high risk to their rights and freedoms.

Training and Awareness

All staff and volunteers receive regular training on data protection and are required to

comply with this policy.

Third-Party Processors

We ensure that all third-party service providers who process personal data on our behalf

have appropriate data protection agreements in place.
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Complaints

Complaints will be handled in accordance with Pace’s complaints policy. Data protection
complaints may be referred to the Information Commissioner’s Office.

Review

This policy will be reviewed at least every two years. The review will be conducted by the
Chief Executive, who also serves as the Data Protection Officer, or their nominated

representative.

Contacts

For enquiries or to make a Subject Access Request, please contact:

Caroline Bennett (Chief Executive), Data Protection Officer

Further information is available from the Information Commissioner’s Office:
Website: www.ico.org.uk

Telephone: 0303 123 M3

Reviewed: June 2025
Next Review Date: June 2027

Owner: Chief Executive
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