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GDPR AND DATA PROTECTION POLICY
Organisation: Solent Youth Coaching
Data Controller: Emma Mason, Sole Trader
Contact: emma@solentyouthcoaching.co.uk 07535662410
Date Updated: October 2025

1. Purpose of this policy
This policy explains how Solent Youth Coaching collects, uses, stores, and protects personal data in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
It applies to all personal data handled by Solent Youth Coaching, including information about young people, parents/guardians, staff, volunteers, and partners.
2. Our commitment
Solent Youth Coaching is committed to:
· Handling personal data lawfully, fairly, and transparently
· Collecting only what we need and keeping it no longer than necessary
· Keeping data accurate and up to date
· Storing data securely and protecting it from loss or misuse
· Respecting individuals’ rights regarding their personal information
3. What data we collect
We may collect:
· Personal details (name, date of birth, contact details)
· Parent/guardian and emergency contact details
· Information shared in sessions (emotional wellbeing, goals, reflections)
· Health or medical information relevant to participation
· Disability or accessibility information
· Attendance and progress notes
This may include special category data such as health or wellbeing information.
4. Lawful bases for processing
Solent Youth Coaching processes data under the following lawful bases:
	Purpose
	Lawful Basis

	Delivering wellbeing and coaching sessions
	Contract / Legitimate Interest

	Collecting wellbeing or medical information
	Explicit Consent

	Safeguarding, risk of harm, or legal reporting
	Legal Obligation / Vital Interests

	Contacting parents/guardians
	Legitimate Interest

	Maintaining attendance and records
	Legitimate Interest / Legal Obligation


Consent can be withdrawn at any time by contacting us.
5. How we store and protect data
We take appropriate physical and digital security measures:
· Paper records kept in locked cabinets
· Electronic data stored on encrypted, password-protected devices
· Access limited to the data controller and authorised helpers
· No unnecessary copies kept
· Data securely deleted or shredded once retention periods end
6. Data retention
We keep data only as long as needed:
	Type of Data
	Retention Period

	Contact and consent details
	1 year after programme end

	Session notes / wellbeing information
	3 years after last session

	Safeguarding or legal records
	7 years (or longer if legally required)


Full details are in our Data Retention Schedule.
7. Sharing data
We only share information when:
· It is required by law (e.g. safeguarding concerns)
· The individual or parent/guardian has given explicit consent
· It is necessary to protect someone’s vital interests
We do not sell or share data for marketing or third-party purposes.
8. Rights of individuals
Individuals (or parents/guardians for under-13s) have the right to:
· Access their data (Subject Access Request)
· Request corrections or deletion
· Withdraw consent (where applicable)
· Restrict or object to processing
· Complain to the Information Commissioner’s Office (ICO)
We will respond to any request within one month.
9. Data breaches
Any suspected personal data breach will be:
· Investigated immediately
· Recorded in the Data Breach Log
· Reported to the ICO within 72 hours if there’s a risk to individuals’ rights
· Communicated to affected individuals where appropriate
Full procedure: see our Data Breach Policy.
10. Training and responsibilities
All staff, associates, and volunteers working with Solent Youth Coaching must:
· Follow this policy
· Keep all information confidential
· Report any data concerns or breaches immediately
11. Policy review
This policy is reviewed annually or when there are changes in data protection law or business practices.
Last reviewed: October 2025
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