Make it Mentoring
Specialists in support for young people and Families

Data Protection Policy

Make it Mentoring (MiM)

1. Policy Statement

Make it Mentoring (MiM) is committed to protecting the personal data of children, young
adults, families, staff, volunteers, and partners. We recognise that the lawful and secure
handling of personal information is vital to safeguarding, building trust, and meeting our
legal obligations.

This policy sets out how MiM collects, stores, uses, and shares personal data in compliance
with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act
2018, and related guidance.

2. Aims

MiM’s approach to data protection aims to:

o Protect the rights, privacy, and dignity of individuals.

o Comply fully with data protection legislation and best practice.

o Ensure data is only collected and used where necessary and lawful.

o Provide clarity for staff, volunteers, and service users on how their data will be
managed.

3. Scope
This policy applies to:
o All staff, mentors, and volunteers.

o All personal data held by MiM, in both electronic and paper formats.
e All services provided to children, young adults, and families.



4. Principles of Data Protection

MiM will ensure that all personal data is:

1. Lawful, fair, and transparent — collected and processed for clear, legitimate

purposes.

Limited in purpose — only used for the purpose for which it was collected.

Data minimised — adequate, relevant, and not excessive.

Accurate — kept up to date wherever possible.

Stored safely — secured against loss, damage, or unauthorised access.

Kept no longer than necessary — retained only for as long as required by law or

organisational need.

7. Accountable — MiM accepts responsibility for compliance and will evidence this
when required.
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S. Responsibilities

5.1 Director

o Holds overall responsibility for data protection compliance.
o Ensures this policy is implemented, monitored, and reviewed.

5.2 Management Team
o Ensures data is handled in line with MiM’s safeguarding, IT, and record-keeping

procedures.
o Provides guidance and support to staff and volunteers.

5.3 All Staff, Mentors, and Volunteers
e Must handle personal data responsibly and lawfully.

e Must report any data breaches, near misses, or concerns immediately.
e Must only access data necessary for their role.

6. Types of Data Collected

MiM may collect and process:

o Personal data (e.g., name, contact details, date of birth).

» Sensitive data / special category data (e.g., health, ethnicity, safeguarding
information).

o Employment data (e.g., DBS checks, references, performance records).

All sensitive and safeguarding-related data is handled with the highest level of security.



7. Sharing Information
MiM may share personal data when:

o Required by law (e.g., safeguarding referrals).

e In the best interests of a child or young adult’s welfare.

o With consent from the individual or parent/carer (where applicable).
o With partner agencies, but only when necessary and proportionate.

MiM will never sell personal data to third parties.

8. Data Security

Electronic data is stored securely with password protection and restricted access.
Paper records are kept in locked cabinets with access limited to authorised staff.
Portable devices (laptops, phones, USBs) must be encrypted where possible.
Staff and volunteers must follow MiM’s IT usage and data security procedures.

9. Data Breaches

e A data breach is any incident leading to the unauthorised disclosure, loss, alteration,
or destruction of personal data.

e All breaches must be reported immediately to the Management Team.

e Serious breaches will be reported to the Information Commissioner’s Office (ICO)
within 72 hours, in line with UK GDPR requirements.

e Individuals affected by a serious breach will be informed promptly.

10. Rights of Individuals
Under UK GDPR, individuals have the right to:

Be informed about how their data is used.

Request access to their personal data.

Request corrections if data is inaccurate.

Request deletion where appropriate.

Restrict or object to processing in certain circumstances.
Request that their data is transferred to another provider.

Requests should be made in writing and will be responded to within one month.



11. Retention of Data

MiM will retain data only for as long as necessary to meet legal, contractual, and
safeguarding requirements. Retention schedules will follow local authority and statutory
guidance. Once no longer required, data will be securely destroyed.

12. Training

All staff, mentors, and volunteers will receive induction training on data protection as part of
their onboarding, with regular updates provided.

13. Linked MiM Policies

This policy should be read alongside:

o Safeguarding Children & Young Adults Policy
e Online Safety Policy

e Health and Safety Policy

o Equal Opportunities Policy

o Complaints Policy

14. Monitoring and Review

o The Director and Management Team will monitor compliance with this policy.
o Regular audits will be undertaken to check the safe and lawful use of personal data.
o This policy will be reviewed annually or sooner if legislation changes.

15. Policy Ownership

Director: Rechana Sayeed
Approved by: Reehana Sayeed
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