
 

Briefing 

Your Privacy Notice 

Introduction


Aimed at small charities and voluntary organisations, this short briefing is designed to help 
you write or review your organisation’s privacy notice. Before you start, it is advisable to 
carry out a data audit to check what data you are processing, where it came from, and 
what you are doing with the data. 

Content


You need to set out: 

• What types of personal data you collect. 

• Why you process the personal data. 

• On which lawful basis you rely for each type of processing. 

You must also set out  

• How you can be contacted (name of your representative or data protection officer, 
organisation name, and contact details). 

• For how long you will keep the personal data. 

• The rights available to individuals whose data you are/have processed. 

• The right to lodge a complaint with the ICO. 

Where applicable, you should also give: 

• The source of the personal data (if not from the individual). 

• Details of with who you share the personal data. 

• The details of any transfers of personal data to countries or organisations outside 
the EU. 
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• Your legitimate interest for processing the data. 

• Details of the right to withdraw consent for processing (when previously given) 

• Whether individuals are required by law or under a contract to provide their personal 
data to you. 

• The details of any automated decision-making and profiling, including the 
significance and consequences. 

Style


Your privacy notice must be written in clear and plain language. It should be concise, free 
of jargon, legalistic language and any confusing terminology.  

If necessary you can tailor your privacy information to different audience groups. This 
means, for example, that you can have a privacy notice aimed at staff; and another aimed 
at service users. 

Availability


Your privacy information must be given freely to individuals at the point you collect data 
from them. If you also collect data about individuals from other sources, then this should 
be given to them as soon as possible and within one month. 

Importantly, the privacy notice must be easily available to people. A single clear website 
link, or an explanation given on first contact with the individual is acceptable. But hiding 
privacy information away in the small print is most definitely not acceptable. 
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