
 
 
 
 
 

 
 

 

 

Oxfordshire Community & Voluntary Action 

Data Protection, Use and Storage 

1. Purpose  

This policy recognises the need to protect personal and sensitive data as specified by the 

General Data Protection Regulation (2018). The regulation applies to ‘controllers’ (those 

responsible for determining the purpose and means of processing personal data) and 

‘processors’ (those responsible for processing personal data on behalf of a controller). This 

applies to personal data; any information relating to an identifiable person, including name, 

identification number, contact details or online identifiers.  

The aim of our policy is to be unambiguous in the collection, use and storage of personal 

data for the purposes of our services.  

2. Principles of the policy  

Under the GDPR, the data protection principles set out the main responsibilities for 
organisation. 

Article 5 of the GDPR requires that personal data shall be: 

a) Processed lawfully, fairly and in a transparent manner in relation to individuals; 

b) 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; 

c) Adequate, relevant and limited to what is necessary in relation to the purposes for 
which they are processed; 

d) 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; 

e) 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 

f) 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.” 

Article 5(2) requires that: 



 
 
 
 
 

 
 

“The controller shall be responsible for, and be able to demonstrate, compliance with the 
principles.” 

3. Consent  

OCVA will ensure that all data collected and stored has been acquired using the correct opt-

in method (no use of pre-ticked boxes or any other default consent). Service users also have 

the right to access their personal data or request for it to be removed.  

4. Use of data  

OCVA will be transparent with its use of personal data: 

• The purpose of collecting and using data will be clearly defined and explained.  

• The organisation will not use the data for any other purposes than that for which it 

was collected.  

• The organisation will not sell data to any third party or company.  

 

5. Storage of data  

The data collected for the purposes of our services will not be stored for longer than is 

deemed necessary for the use of the data. The retention period will be determined by the 

type of data being collected. In instances where the data needs to be held for longer periods 

of time, the data will be anonymised to maintain the record but prevent personal information 

from being held for longer than necessary.  

6. Staff commitment  

Employees are required to comply with the terms of the General Data Protection Regulation 
(2018). In particular, it is important for sensitive personal data to be kept confidential, i.e. 
password protected and not stored for any longer than two years.  

 
Working from home and Bring Your Own Device: employees may use their home computer 
or personal laptop or other device e.g. smartphone or tablet for OCVA work. If using your 
own device this must be passcode protected. Staff are expected to take all reasonable steps 
to ensure the security of the OCVA network and OCVA data if logging on remotely, 
especially if this is through a computer that may be used by others. 
 

 


