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Data Processing Policy 
 

1. Introduction 
 
The Staff College: Leadership in Healthcare (SC) has a data protection policy in place which 
outlines the broad general data protection regulations and principles with which it must 
comply.  It has developed a ‘Data Processing Policy’ in order to identify the data that the 
charity holds, why it holds this data, how long it is kept for and explain how it is processed.  
This policy will be made readily available to Staff College members and the general public so 
that they are able to understand and have confidence in the way that their personal data is 
processed, if applicable. 
 
In order for the charity to operate effectively, it needs to process and store several types of 
data from a variety of different sources.  The charity has an overview of the data that is 
currently holds at any one time and retains a copy of the consents for keeping this data. 
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2. Contact details for distribution lists of newsletters and charity 
updates 

 
In order to work effectively as a charity, we need to ensure we can stay in contact with our 
members, commissioners and supporters. 
 

What data we hold • Name 

• Email address 

Why we hold it • So, we are able to contact our members, commissioners 
and supporters. 

• So, we can provide regular updates of the work the charity 
is involved in.  

• So, we can provide details of upcoming courses and 
application deadlines. 

• So, we can send out invitations to our lectures and events. 

• So, we can ask for input on particular issues from our 
members. 

How we hold it • Database of contact details stored on mailchimp. 

How do we seek 
consent to hold it 

• All contacts will be asked to sign up manually via 
mailchimp and consent to be on our mailing list by 1 Mar 
2018. 

• All those currently on our mailing list will be contacted 31 
Oct 17 to be asked to sign-up manually. 

• All those who don’t sign up manually will be deleted from 
our distribution list on 1 Mar 2018. 

How long we hold it 
for 

Ongoing 

Process for deletion 
of records 

Should a member decide they no longer wish to receive updates 
they can unsubscribe either by contacting the SC team, or by 
selecting unsubscribe from one of the emails. 
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What data we hold • Name 

• Job title 

• Organisation 

• Email address 

• Phone number 

• Details of who is supporting application: name, job title, 
organisation, email address, phone number 

• Details of who is funding the applicants’ course fees: 
name, job title, organisation, email address, phone 
number 

• Goals for attending the course 

• Date of course attendance 

Why we hold it • So, we know who is attending the course and how to 
contact them to provide necessary course information. 

• So, we can advise members on appropriate follow up 
courses. 

• So, we know who is supporting the applicant in case there 
are any issues that need to be raised around non-
attendance. 

• So, we know who is funding the course fees so we can 
invoice and follow up for payment for these. 

• So, we can report on numbers and backgrounds of those 
we train. 

How we hold it • Records are input onto a protected members database. 

• Copy of members application form is stored electronically. 

How do we seek 
consent to hold it 

Application form with signed consent to hold training records and 
take part in the course activities. 

How long we hold it 
for 

From point that application form is submitted to the beginning of 
the month after the first anniversary of the date of attendance on 
course. 

Process for deletion 
of records 

At the beginning of each month, all training records relating to 
attendance on courses 12 months previously are deleted from 
database and application form is deleted. 
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4. Training records of members who attend programmes 
commissioned by other organisations: i.e. who don’t apply directly 
to SC to attend a course. 

 
Where SC is asked to deliver a programme on behalf of another organisation, the 
commissioning organisation is the data controller.  SC and the data controller will agree at the 
outset, whether SC will maintain a training record for those who attend a programme: 
 

1. If the data controller prefers SC not to retain a training record, then SC will not 
retain a training record, and will instead maintain an anonymised set of statistics 
regarding the number of members trained, and a breakdown of the specialties that 
they come from. 
 

2. If SC is to maintain a training record for those who attend a programme, the data 
controller will seek explicit consent from all attending that they can share this data 
with SC as a third party.  The data will be stored in the below way. 
 

What data we hold • Name 

• Job title 

• Organisation 

• Email address 

• Phone number 

• Date of course attendance 

• Any supporting details provided on their application forms 
which bear a relevance on the programme. E.g a project 
a member is working on in relation to the programme. 

Why we hold it • So, we know who is attending the course and how to 
contact them to provide necessary course information. 

• So, we can advise members on appropriate follow up 
courses. 

• So, we can report on numbers and backgrounds of those 
we train. 

How we hold it • Records are input onto a protected members database. 

• Copy of members application form is stored electronically. 

How do we seek 
consent to hold it 

Data controller provides application form and seeks signed 
consent to hold training records and take part in the course 
activities. 

How long we hold it 
for 

From point that application form is submitted to the beginning of 
the month after the first anniversary of the date of attendance on 
course. 

Process for deletion 
of records 

At the beginning of each month, all training records relating to 
attendance on courses 12 months previously are deleted from 
database and application form is deleted. 
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5. Anonymised forms for the monitoring of equality and diversity 
 
SC is committed to monitoring whether the courses it delivers reach and audience reflective 
of the workforce of the health service.  For its internal programmes, it actively asks members 
to complete a voluntary equality and diversity monitoring form at the end of courses and 
reports on the findings in these.  

 

What data we hold Anonymised equality and diversity monitoring forms. 

Why we hold it So, we can monitor the levels of those attending our courses from 
different backgrounds and with different characteristics, in order 
that we can identify whether we are reaching a fair and diverse 
audience.  If we’re not, then we can develop a plan to reach out 
to those from different backgrounds who aren’t being fairly 
represented. 

How we hold it Anonymised forms are stored electronically. 

How do we seek 
consent to hold it 

Voluntary anonymised equality and diversity forms provided at 
the end of courses for members to complete. 

How long we hold it 
for 

From point that the form is submitted to the beginning of the 
month after the first anniversary of the date of attendance on 
course. 

Process for deletion 
of records 

At the beginning of each month, all forms relating to attendance 
on courses 12 months previously are deleted from database and 
equality and diversity monitoring form is deleted. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.staffcollege.org/


 
 

Fleetbank House, 2-6 Salisbury Square, London EC4Y 8JX 
www.staffcollege.org 

Registered charity: 1169166  
Company number: 10316815 

 
 

6. Personal details of those who work with the charity: Trustees, 
Council Members and Faculty 

 
In order to work effectively as a charity, we need to ensure we can contact those who work 
closely with us. 
 

What data we hold This is variable but could include the following: 

• Name 

• Email address 

• Phone number 

• Home address 

• Job title 

• Organisation  

• Background 

• Photo of individual 

Why we hold it • So, we are able to contact those who work with the charity. 

• In order to comply with statutory regulations for reporting 
who our Trustees are. 

• So, we can share more widely details of those involved. 

How we hold it • Database of contact details are maintained and regularly 
updated as necessary. 

• Details of Trustees/Council Members and Faculty are 
shared on the charity’s website and updated regularly. 

How do we seek 
consent to hold it 

Consent forms are provided to all new members to continue to 
hold data and to publish data on the website. 

How long we hold it 
for 

Ongoing. 

Process for deletion 
of records 

Should a member decide to no longer work with the charity, they 
can request for their contact details to be deleted. 
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7. Bank details of those who work provide paid services to the charity 
 
In order to work effectively as a charity, we need to ensure we can pay those who provide 
non-voluntary services to the charity.  In order to do this, we need to have banking details for 
those we need to pay.  In order to comply with our statutory financial obligations, we must 
retain a copy of all financial records for 7 years from the end of the tax year within which the 
payment falls. 
 

What data we hold This is variable but could include the following: 

• Name 

• Email address 

• Phone number 

• Business address 

• Organisation  

• Invoice/expense claim details 

• Description of services provided and associated rates 

• Bank account details 

Why we hold it • So, we are able to pay for non-voluntary services. 

• In order to comply with statutory financial regulations for 
reporting to HMRC. 

How we hold it • Copy of all financial records are stored electronically. 

• Copy of some financial records may be held in paper form 
in a locked cupboard. 

How do we seek 
consent to hold it 

Consent forms are provided to all new claimants in order to be 
set up as a supplier for the charity. 

How long we hold it 
for 

Ongoing. 

Process for deletion 
of records 

Should a supplier decide to no longer be a supplier for the charity, 
they can request that their contact details and financial records 
be deleted.  However, for statutory reasons, this will not happen 
until 7 years after the end of the tax year within which the last 
payment was made. 
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