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About this policy

1.1 This policy explains when and why we collect personal information about our staff, trainees and
volunteers at Dacon Trust, how we use it and how we keep it secure and your rights in relation to it

1.2 We may collect, use and store your personal data, as described in this Data Protection Policy and as
described when we collect data from you

1.3 We reserve the right to amend this Data Protection Policy from time to time without prior notice.

1.4 We will always comply with the General Data Protection Regulation (GDPR) when dealing with your
personal data. Further details on the GDPR can be found at the website for the Information Commissioner
(www.ico.gov.uk). For the purposes of the GDPR, we will be the “controller” of all personal data we hold

about you.

Who we are?

2.1 We are Dacon Trust. We can be contacted at Level Best Art Café, 3 Culver Street East, Colchester,
Essex, CO1 1LD, levelbest@dacontrust.co.uk and on 01206 366059.

What information we collect and why

In relation to Trainees:

Type of information

Purposes

Legal basis for processing

Trainees name, address,
telephone number and email
address

Managing initial referral and
sending out correspondence in
relation to training services

For the purposes of providing
appropriate level of support
during the trainee’s time at the
Dacon Trust

Date of Birth

To determine suitability of service
at referral stage and to provide to
emergency services if needed

Trainees Next of Kin contact
details (name and phone
number)

In-order-to contact if an
emergency occurs during
activities with the Dacon Trust

Protecting the interests of
trainees while under the care of
the Dacon Trust

Name and contact details for the
person or organisation with
whom the trainee lives

In order to gather additional
support information when
required

To provide the best level of
support for the trainee at all
times and to take into account
any changes in need.

Health requirements (including
allergies and dietary
requirements) and needs

Understanding level of support
required and ensuring the Dacon
Trust can meet individual needs

Ensure trainees are appropriately
supported and safeguarded

Prescribed medication

Understanding side effects of
medication so these can be easily
identifiable. To be provided to
emergency services if required.

Ensure trainees are appropriately
supported and safeguarded
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Type of information

Purposes

Legal basis for processing

Individual risk assessments

Understanding level of support
required and ensuring the Dacon
Trust can meet individual needs

Ensure trainees are appropriately
supported and safeguarded

Photos

Evidencing trainee progression
and to promote Dacon Trust
activities. For identification
purposes to emergency services

We seek photo permission
consent at the start of each
trainee placement

Professional assessments e.g.
from social workers, health
professionals, referral agency

To understand desired outcomes
when service is being
commissioned (e.g. from ECC). To
understand the level of support
the trainee requires.

Ensure service is meeting
trainees’ outcomes (as per
contracts)

In relation to Dacon Trust Employees:

Type of information

Purposes

Legal basis for processing

Full name, address, telephone
number and email address

Managing initial recruitment and
sending correspondence relevant
to the employee (e.g. salary
increase etc.)

Assisting towards verification of
identity

Two emergency contacts (name
and phone number)

In-order-to contact if an
emergency occurs during
employment with the Dacon
Trust

Protecting the safety of
employees during their
employment with the Dacon
Trust

Employment history

To determine suitability for
assigned job role

Safeguarding trainees by ensuring
staff are competent in their
assigned roles

Qualifications and education

To determine suitability for
assigned job role

Safeguarding trainees by ensuring
staff are competent in their
assigned roles

Two references

To determine suitability for
assigned job role

Safeguarding trainees by ensuring
staff are competent in their
assigned roles

DBS Certificate details (i.e.
certificate number, date of issue)

Required for working with
vulnerable adults and to meet our
contractual obligations to ECC
(where applicable)

National Insurance number and
bank account details

Payroll

Pay employees

Health requirements (including
allergies and dietary
requirements)

Meeting specific requirements of
employees

Ensure employees with allergies
and special health needs are
safeguarded

Medical information

Understanding specific
requirements, abilities/
disabilities and how to provide
adequate provision

Provide necessary facilities to
assist with prescribed medication
administering

Sick certificates

Sickness absence monitoring

To provide support as required.
To monitor patterns of absence in
line with Dacon Trust Sickness
Absence Policy
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Appraisals

To ensure that staff are
competent enough to carry out
designated duties

Continuous safeguarding of
trainees

Supervisions

For individual staff members to
have a forum to voice concerns or
worries and to register further
training opportunity requests.

Continuous monitoring of staff
and work performance

Training records

To verify that staff are kept up to
date with all changes in policies,
procedures and legal changes and
are competent within their roles.

To evidence staff competence for
ECC contract monitoring
purposes and professional
development.

In relation to Dacon Trust Volunteers:

Type of information

Purposes

Legal basis for processing

Full name, address, telephone
number and email address

Managing initial contact and for
correspondence in future

Identification safety

Two emergency contacts (name
and phone number)

In-order-to contact if an
emergency occurs during
volunteering with the Dacon
Trust

Protecting the safety of
employees during their
employment with the Dacon
Trust

Relevant employment and
volunteering history

To determine suitability for
voluntary position

Safeguarding trainees by ensuring
volunteers are competent and
suitable for volunteering

Two references

To determine suitability for
voluntary position

Safeguarding trainees by ensuring
volunteers are competent and
suitable for volunteering

DBS Certificate details (i.e.
certificate number, date of issue)

Required for working with
vulnerable adults and to meet our
contractual obligations to ECC
(where applicable)

Health requirements (including
allergies and dietary
requirements)

Meeting specific requirements of
employees

Ensure volunteers with allergies
are safeguarded

Medical information

Understanding specific
requirements, abilities/
disabilities and how to provide
adequate provision

Provide necessary facilities to
permit use of medication

Bank details

To pay volunteer expenses

To pay volunteer expenses

In relation to Dacon Trust Artist Members:

Type of information

Purposes

Legal basis for processing

Name, address, email address
and website/social media

For correspondence to arrange
Art exhibitions and promotion of
the Artist during their exhibition

For promoting the artist as part of
their exhibition at Level Best Art
Cafe

How we protect your personal data

4.1 We will not transfer your personal data outside the EU without your consent.
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4.2 We have implemented generally accepted standards of technology and operational security in order to
protect personal data from loss, misuse, or unauthorised alternation or destruction

4.3 Please note however that where you are transmitting information to us over the internet this can never
be guaranteed to be 100% secure

4.5 We will notify you promptly in the event of any breach of your personal data which might expose you
to serious risk

Who else has access to the information you provide us?

5.1 We will never sell your personal data. We will not share your personal data with any third parties
without your prior consent (which you are free to withhold) except where required to do so by law or as
set out in the table above or paragraph 5.2 below.

5.2 We may pass your personal data to third parties who are service providers, agents and subcontractors
to us for the purposes of completing tasks and providing services to you on our behalf (e.g. to send you
mailings). However, we disclose only the personal data that is necessary for the third party to deliver the
service and we have a contract in place that requires them to keep your information secure and not to use
it for their own purposes.

6. How long do we keep your information?

6.1 We will hold your personal data on our systems for as long as you are a connected to the Trust or for as
long afterwards as it is in the Trust’s legitimate interest to do so or for as long as is necessary to comply
with our legal obligations. We will review your personal data every year to establish whether we are still
entitled to process it. If we decide that we are not entitled to do so, we will stop processing your personal
data except that we will retain your personal data in an archived form in order to be able to comply with
future legal obligations, e.g. compliance with tax requirements and exemptions, and the establishment
exercise or defence of legal claims.

6.2 We securely destroy all financial information once we have used in and no longer need it

Your rights

7.1 You have rights under the GDPR:
e To access your personal data
e To be provided with information about how your personal data is processed
e To have your personal data corrected
e To have your personal data erased in certain circumstances
e To object to or restrict how your personal data is processed
e To have your personal data transferred to yourself or to another business in certain circumstances

7.2 You have the right to make any complaints about how we process your personal data to the
Information Commissioner: https://ico.org.uk/concerns 0303 123 1113 Information Commissioner’s Office
Woycliffe House Water Lane Wilmslow Cheshire SK9 5AF For more details, please address any questions,
comments and requests regarding our data processing practices to the Manager at Dacon Trust (address
details above).
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Review of policy or procedure

Date of last review

June 2022

Date of next review

June 2024

Date it was first implemented

13% December 2007

Author(s)

The Manager — Level Best ArtCafe

Audience

All employees and volunteers of the
Dacon Trust Ltd.
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