BUCKINGHAM ALMSHOUSES AND WELFARE CHARITY
Privacy Policy
Introduction
On May 23rd 2018 a new UK Data Protection Act gained Royal Assent and was
followed two days later by the implementation of an EU directive, the General Data
Protection Regulation (GDPR). These have substantially changed how organisations
like the Buckingham Almshouses and Welfare Charity (BAWC) must handle an
individual’s data, and the changes are now included in a revised Privacy Policy for
the Charity which is laid out below.
For any organisation that handles, or processes, data – and this includes collecting,
storing and using data – there are now extensive new requirements and
responsibilities in place. The organisation must be clear about what data it holds,
why that data is needed, how it is used and who has access to it; it must have
procedures in place to allow the individual to request and to view the data relating to
them and to have a policy to notify and mitigate any data breach. An individual has
the right to view in its entirety the data that the organisation holds about them, to
have that data held securely and to have it amended or removed entirely.
BAWC, and its predecessor Buckingham General Charities, has always taken the
privacy of information about the trustees, the residents and others with whom it deals
very seriously, and this revised policy takes into account these new changes.
1. Definitions
“Data subject” means an individual who is the subject of personal data or the
individual whom particular personal data is about and is a living individual able to be
identified or distinguished from others.
“Personal data” means any information relating to a “data subject”.
2. What personal information does BAWC hold about the trustees, residents
and others?
Trustees: ➢
➢
➢
➢
➢
➢
➢

Title
Name
Address
Date of birth
Telephone numbers – home / work / mobile
Email address
Declarations of interest

Residents: ➢ Title
➢ Name
➢ Address
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➢
➢
➢
➢
➢
➢

Date of birth
Telephone numbers – home / work / mobile
Email address
Medical data – as on the resident’s original application form
Details of next of kin
All other information that is collected when the resident makes their
original application (the latest version of the application form is attached as
an appendix).

Others: ➢ The details contained in the application forms of those individuals applying
for residency in an almshouse or to the Welfare Charity for a benefit (the
latest versions of both forms are attached as appendices).
➢ Data about plot holders at the Gawcott allotments (name, address, email
address, telephone number and any relevant correspondence).
➢ Owners of any properties and land adjacent to the almshouses (name,
address, email address, telephone number and any relevant
correspondence).
➢ Suppliers and tradespeople used by the Charity (name, address, email
address, telephone number and any relevant correspondence).
Storage of data
Data collected as above is stored by the secretary to the Charity in hard copy and /
or on electronic equipment.
How is this data documented and protected?
The data is protected by being stored by the secretary in a locked filing cabinet and /
or on password-protected electronic equipment.
For how long is the data retained?
➢ Data pertaining to any trustee is retained as long as that individual remains
a trustee of the Charity and for an additional seven years after termination
of trusteeship.
➢ Data pertaining to any resident is retained for the duration of that
individual’s residency and for seven years after termination.
➢ Data relating to any individual applying for residency is held for as long as
that application is being considered by the Charity and for an additional
seven years.
➢ Data relating to an individual applying for a welfare benefit is held for as
long as that application is being considered by the Charity and for an
additional seven years.
➢ Data pertaining to plot holders at the Gawcott allotments, owners of
properties and land adjacent to the almshouses and suppliers and
tradespeople used by the Charity is held for seven years.
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➢ Legal information pertaining to the land and properties owned by the
Charity is retained in perpetuity.
➢ The data held by the Charity pertaining to all these individuals and parties
is reviewed annually. The secretary will ensure that this is done by
carrying out an annual audit of data and then disposing of that data that is
time expired. This action will be reported to the Board of the Charity at its
next meeting.
Is there a function or reason for every piece of data that is collected and held?
➢ Data relating to trustees, residents and others are required so that the
Charity can carry out its essential business.
How is information about an individual removed from the Charity’s records?
The secretary is responsible for destroying any relevant data as above, by either
shredding paper documents or “deleting” any electronically held information on all
relevant electronic devices.
3. Does BAWC share the personal information of trustees, residents or others
with other organisations?
Only those organisations with whom liaison is essential for the Charity to carry on its
business e.g. Bucks Home Choice, Buckinghamshire Council, Citizens Advice
Bureau and relevant organisations providing NHS primary care services. Before any
data is shared, the individual concerned must sign a consent form giving permission.
4. Withdrawal of the consent of trustees, residents and others
Trustees, residents and others can apply to withdraw the consent that they have
provided previously for BAWC to use their data by contacting the secretary to BAWC
at karen.phillips440@gmail.com – when a decision will be made as to the
appropriateness of the request considering the need of the Charity to be able to
carry out its essential business. In the first instance, this decision will be made by the
secretary while if any trustee, resident or other disagrees with that decision, they will
have the right of appeal to the full Board of BAWC. If there is still disagreement, the
ultimate right of appeal is to the Information Commissioner’s Office (ICO) – details
below.
5. Is members’ personal data transferred outside the UK or the EEA?
BAWC is a UK-based organisation and there are no circumstances envisaged when
members’ personal information might be transferred outside the UK.
6. What should trustees, residents or others do if their personal information
changes?
The secretary to BAWC should be informed at karen.phillips440@gmail.com so that
the Charity’s records can be updated as soon as possible.
7. Do trustees, residents and others have to provide their personal information
to the Charity?
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BAWC uses this personal information as described above and it would be impossible
for the secretary and the Board of trustees to run the Charity, and adhere to its
objects, if certain information was not provided. Where the provision of certain
information is optional, this will always be made clear.
8. For how long is the personal information of trustees, residents and others
retained by the Charity?
This is described above.

9. What are the rights of trustees, residents and others under data protection
laws?
All trustees, residents and others have the following rights under data protection laws
although they may not apply in all circumstances: o The right to be informed how their personal information is being processed by
the Charity – the “right of access”. [See Subject Access Request Policy]
o The right to object to how the Charity processes their personal information.
o The right to restrict how the Charity processes their personal information.
o The right to request that inaccurate personal information is rectified – the
“right of rectification”.
o The right to have their personal information erased – the “right to be forgotten”
or the “right of erasure”.
o The right to withdraw consent – where the Charity processes personal
information based on previously given consent, trustees, residents and others
have the right to withdraw that consent at any time.
o The right to “data portability” that is the right of trustees, residents and others
to obtain, move, copy and transfer their personal data, for their own purposes,
easily across different services and from one IT environment to another in a
safe and secure way without affecting its usability.
o The right to lodge a complaint with the Information Commissioner’s office
(ICO).
10. Changes to this privacy policy
BAWC may change this policy from time to time in order to reflect changes in the law
and / or privacy practices. Trustees, residents and others are encouraged to check
this policy for changes from time to time when they visit the Charity’s website –
www.buckinghamgeneralcharities.org.uk
11. Contacting BAWC or the Information Commissioner’s Office
Trustees, residents or others may contact the Charity by emailing the secretary at
karen.phillips440@gmail.com
The Information Commissioner’s Office may be contacted by using the email facility
at https://ico.org.uk/global/contact-us/email/ or by ringing the ICO’s helpline, 0303
123 1113.
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*****
Subject Access Request (SAR) Policy
If a trustee, resident or other contacts the Charity to request access to the personal
information that is held about them, the following procedure will be followed: o Requests will be made in writing to the secretary to BAWC by either email to karen.phillips440@gmail.com – or by letter to 78, London Road, Stony
Stratford, Milton Keynes, MK11 1JH - and will be responded to and completed
within 30 days of receipt of the request.
o The individual making the request will provide sufficient information to allow
confirmation of their identity and to allow a search for the requested
information.
o Identity will be confirmed by sight of a passport or photo driving licence, and a
utility bill or bank statement for confirmation of the requestor’s address.
o The information will be screened by BAWC in case some of that which has
been retrieved may not be disclosable due to exemptions.
o Legal advice should be sought before applying exemptions which may
include: ▪ Previously given references
▪ Publicly available information
▪ Crime and taxation
▪ Management information such as restructuring or redundancies
▪ Negotiations with the requestor
▪ Regulatory activities
▪ Legal advice and proceedings
▪ Personal data of third parties
o A check will be made whether all the information can be disclosed, and where
in some cases documents and emails may contain the personal information of
other individuals who have not given their consent, this information must be
redacted before the SAR is sent to the requestor.
o All SARs will be logged to include the date of receipt, the identity of the
requestor and / or the data subject, a summary of the request, an indication if
BAWC can comply and the date the information is sent to the data subject.
*****
Data Breach Policy
A personal data breach is a “breach of security leading to accidental or unlawful
destruction, loss, alteration, unauthorised disclosure of, or access to, personal data
transmitted, stored or otherwise processed”.
Examples include: o Access by an unauthorised third party.
o Deliberate or accidental action – or inaction – by a trustee, the secretary to
BAWC or the individual in the Charity who has responsibility for data
protection.
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o
o
o
o

Sending personal data to an incorrect recipient.
Electronic devices containing personal data being lost or stolen.
Alteration to personal data without permission.
Loss of availability of personal data.

BAWC takes the security of personal data very seriously and those in the Charity
who hold personal data about others by virtue of their role or are responsible for data
security have reviewed their own data security.
The consequences of a personal data breach can have a range of effects on
individuals, depending on the circumstances, and may include: o
o
o
o
o
o
o
o

Loss of control of personal data
Discrimination
Identity theft or fraud
Financial loss
Damage to reputation
Loss of confidentiality of personal data
Damage to property
Social disadvantage

In the case of a data breach that is likely to result in a risk to the rights and freedoms
of a trustee, resident or other, the breach must be reported to the individual
concerned and the ICO without undue delay and where feasible not later than 72
hours after the Charity has become aware of the breach. It will be the responsibility
of the secretary, or the chair of the Board as his or her deputy, being those who are
responsible for monitoring and upholding data security within the Charity, to report
the breach to the ICO within the 72 hour time frame.
If the ICO is not informed within this time frame, BAWC will give the reasons for the
delay when the breach is reported.
When notifying the ICO of a breach, BAWC will: o Describe the nature of the breach including the categories and approximate
number of the data subjects and personal data records concerned.
o Communicate the names and contact details of those in the Charity
responsible for data security.
o Describe the likely consequences of the breach.
o Describe the measures taken, or proposed to be taken, to address the breach
and the measures to mitigate any possible adverse effects.
When notifying the individual of a breach, BAWC will: o Communicate the names and contact details of those in the Charity
responsible for data security.
o Describe the likely consequences of the breach.
o Describe the measures taken, or proposed to be taken, to address the breach
and the measures to mitigate any possible adverse effects.
BAWC would not need to communicate with an individual if the following apply: 6

o The Charity has implemented appropriate technical and organisational
measures (e.g. encryption) such that those measures have rendered the
personal data unintelligible to any person not authorised to access it.
o The Charity has taken subsequent measures to ensure that the high risks to
the rights and freedoms of individuals are no longer likely to materialise, or
o It would involve a disproportionate effort.
o HOWEVER, the ICO must still be informed even if the above measures are in
place.
All data breaches must be recorded whether or not they are reported to individuals.
The record will help to identify system failures and should be used as a way to
improve the security of all the personal data held by the Charity.
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Application form for almshouse residency
Buckingham Almshouses and Welfare Charity
(a registered charity)
Ancient Parish of Buckingham (Buckingham, Gawcott, Lenborough and Bourton)

Applicant
1. Name

(Please state Mr, Mrs, Ms,
Miss)
2. Present address and
contact telephone number

3. Email address
4. National Insurance number
5. How long have you resided
in the Parish of Buckingham?
6. Date of birth and age
7. How much do you receive
in respect of: -

a) Widows pension
b) Retirement pension
c) Employment & support
allowance (ESA)
d) Jobseeker’s allowance
(JSA)
e) Pension credit
f) Working tax credit
g) Child tax credit
h) Disability living
allowance (DLA)
i) Child benefit
j) Carer’s allowance
k) Attendance allowance
l) Universal credit
Has Citizen’s Advice Bureau
confirmed that you are
receiving all the benefits to
which you are entitled?
8. Have you any other income
in addition to that mentioned
in no. 7 above?
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Partner

Applicant
9. Please give details of the
following expenditure: -

a) Loans (including car
loans)
b) Water rates
c) Gas
d) Electricity
e) Housekeeping
f) Telephones (including
mobiles)
g) TV license
h) Car insurance
i) Car tax
j) Petrol
k) Fares
l) Life insurance
m) Pension scheme
n) Buildings and contents
insurance
o) Clothing
p) Child care
q) Cigarettes / alcohol
r) Any fines outstanding
10. Have you any dependents
living at home?

If the answer is yes, please
give full particulars
11. If you have school age
children, have you applied for
free school meals?
12. (a) Do you own the house
or flat in which you live?

(b) If the answer to (a) is yes,
is there any mortgage on the
house?
(c) If the answer to (a) and (b)
is yes, please state the
amount of the monthly
repayments
13. (a) Do you rent the house
or flat in which you live?

(b) If the answer is yes, what
is the amount of the weekly or
monthly rent?
14. How much do you pay
monthly in council tax?
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Partner

Applicant

Partner

15. (a) Do you have any
savings or investments?

(b) If the answer to (a) is yes,
please give full details
16. (a) Do you receive any
wage or salary?

(b) If the answer to (a) is yes,
please state the weekly or
monthly amount
17. Do you receive money
from any other charity?

If yes, please give details
18. Is there any other fact,
emergency or unexpected
expenditure that you have
incurred which will assist the
Trustees in deciding whether
to make you a grant?
19. Signature and declaration:

I confirm that the above
information, to the best of my
knowledge, is true.
Date
Date
Proof of identify will be required if your application is successful.

I recommend this application to the Trustees

Signature…………………………

Name…………………………………

Date

…………………………

Occupation…………………………..

Email

…………………………

Organisation…………………………

Please return this form to
Miss K Phillips, Secretary, Buckingham Almshouses and Welfare Charity,
78 London Road, Stony Stratford, Milton Keynes, MK11 1JH.
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Welfare Grant application form
Buckingham Almshouses and Welfare Charity
(a registered charity)
Ancient Parish of Buckingham (Buckingham, Gawcott, Lenborough and Bourton)

Applicant
1. Name
(Please state Mr, Mrs, Ms, Miss)

2. Present address and
contact telephone number

3. Email address
4. National Insurance
number
5. How long have you
resided in the Parish of
Buckingham?
6. Your age
7. How much do you receive
in respect of: m) Widows pension
n) Retirement pension
o) Employment & support
allowance (ESA)
p) Jobseeker’s allowance
(JSA)
q) Pension credit
r) Working tax credit
s) Child tax credit
t) Disability living
allowance (DLA)
u) Child benefit
v) Carer’s allowance
w) Attendance allowance
x) Universal credit
Has Citizen’s Advice Bureau
confirmed that you are
receiving all the benefits to
which you are entitled?
8. Have you any other
income in addition to that
mentioned in no. 7
above?
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Partner

Applicant
9. Please give details of the
following expenditure: s) Loans (including car
loans)
t) Water rates
u) Gas
v) Electricity
w) Housekeeping
x) Telephones (including
mobiles)
y) TV license
z) Car insurance
aa) Car tax
bb) Petrol
cc) Fares
dd) Life insurance
ee) Pension scheme
ff) Buildings and contents
insurance
gg) Clothing
hh) Child care
ii) Cigarettes / alcohol
jj) Any fines outstanding
8. Have you any dependents
living at home?
If the answer is yes, please
give full particulars
9. If you have school age
children, have you applied
for free school meals?
10. (a) Do you own the house
or flat in which you live?
(b) If the answer to (a) is yes,
is there any mortgage on the
house?
(c) If the answer to (a) and (b)
is yes, please state the
amount of the monthly
repayments
11. (a) Do you rent the house
or flat in which you live?
(b) If the answer is yes, what
is the amount of the weekly or
monthly rent?
12. How much do you pay
monthly in council tax?
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Partner

Applicant

Partner

13. (a) Do you have any
savings or investments?
(b) If the answer to (a) is yes,
please give full details

14. (a) Do you receive any
wage or salary?
(b) If the answer to (a) is yes,
please state the weekly or
monthly amount
15. Do you receive money
from any other charity?
If yes, please give details
16. Is there any other fact,
emergency or unexpected
expenditure that you have
incurred which will assist
the Trustees in deciding
whether to make you a
grant?
17. Signature and declaration
I confirm that the above
information, to the best of my
knowledge, is true.
Date

Date

Proof of identify will be required if your application is successful.
I recommend this application to the Trustees

Signature…………………………

Name…………………………………

Date

…………………………

Occupation………………………….

Email

…………………………

Organisation…………………………

Please return this form to
Miss K Phillips, Secretary, Buckingham Almshouses and Welfare Charity,
78 London Road, Stony Stratford, Milton Keynes, MK11 1JH.
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