[image: ]

Privacy Notice

Harpenden Mencap is committed to protecting your privacy and keeping your personal information safe. This privacy notice explains what personal information we collect, why we use it, who we may share it with, how long we keep it, and what rights you have.
This notice applies to people who use or enquire about our services, families and representatives, supporters, donors, volunteers, members, event participants, job applicants, staff, trustees, suppliers, professional contacts and visitors to our website.

Last reviewed: September 2026

1. Who we are
Harpenden Mencap is a registered charity that provides care and support to adults with learning disabilities in Harpenden. We provide services including supported living, domiciliary care, clubs, activities, learning opportunities, advice and support.

Harpenden Mencap is registered with the Charity Commission under charity number 1035252 and is a company limited by guarantee registered in England and Wales under company number 2903642.

For data protection law, Harpenden Mencap is usually the “controller” of your personal information. This means we decide why and how your personal information is used.

2. How to contact us
If you have any questions about this privacy notice or how we use personal information, please contact us at: office@harpendenmencap.co.uk or call 01582 460055.

3. What personal information we collect
The information we collect depends on your relationship with us. It may include:
· Name, address, email address, telephone number and other contact details;
· Date of birth, emergency contact details and information about family members, representatives or advocates;
· Information about care, support needs, health, medication, wellbeing, risk assessments, safeguarding and support plans where this is needed to provide safe and effective services;
· Payment, donation, Gift Aid and fundraising information;
· Volunteer, trustee, staff or job applicant information, including employment history, references, right to work checks, training and availability;
· Photographs, videos, stories or case studies where you have agreed that we may use them;
· Records of your contact with us, including enquiries, complaints, feedback and correspondence;
· Website and digital information, such as newsletter sign-ups, online forms, device information and cookie preferences.

4. How we collect personal information
We collect personal information directly from you when you contact us, use our services, complete a form, make a donation, join an event, apply for a role, volunteer, become a member, subscribe to updates or visit our website.

We may also receive information from families, carers, advocates, local authorities, health and social care professionals, regulators, fundraising platforms, payment providers, referees or other organisations where this is relevant and lawful.

5. Why we use personal information
We use personal information to:
· Provide safe, person-centred care and support;
· Respond to enquiries and requests for advice or support;
· Manage referrals, assessments, support plans, safeguarding and risk management;
· Keep in touch with families, representatives and professionals involved in support;
· Administer donations, Gift Aid, fundraising, events, memberships and volunteering;
· Send newsletters, updates and information about our work where we are allowed to do so;
· Recruit, train and manage staff, volunteers and trustees;
· Manage contracts, suppliers, payments, accounts and records;
· Meet our legal, regulatory, safeguarding, employment, charity and financial obligations;
· Improve our services, monitor quality and report on our impact;
· Protect people, property, systems and information.

6. Our lawful bases for using personal information
Under UK data protection law, we must have a lawful basis for using personal information. Depending on the situation, we may rely on:
· Consent — for example, where you agree to receive some communications or allow us to use a photograph or story.
· Contract — where we need to use information to provide services or manage an agreement with you.
· Legal obligation — where we must use or keep information to comply with the law, such as safeguarding, employment, tax, accounting or charity law requirements.
· Vital interests — where using information is necessary to protect someone’s life or safety in an emergency.
· Public task — where we carry out activities in the public interest or under official authority, where applicable.
· Legitimate interests — where we have a legitimate reason to use information and this is not overridden by your rights and freedoms, such as managing enquiries, improving our services, keeping records and promoting our charitable work.

7. Special category information
Some information needs extra protection, including information about health, disability, care and support needs, ethnicity, religion, trade union membership, sex life or sexual orientation. We only collect this type of information where it is necessary and lawful, such as to provide care and support, meet safeguarding duties, comply with employment law, establish or defend legal claims, or where you have given explicit consent.

8. Children’s information
Our services are mainly for adults with learning disabilities. If we collect information about children, for example as family members, emergency contacts, event participants or dependants, we will only use it where we have a lawful reason and appropriate safeguards.

9. Who we share personal information with
We only share personal information when there is a lawful reason to do so. This may include sharing information with:
· Families, carers, advocates and representatives, where appropriate;
· Local authorities, NHS services, health and social care professionals and other support providers;
· Safeguarding bodies, regulators, inspectors, police or emergency services where required;
· Fundraising platforms, payment processors, banks, accountants, auditors and insurers;
· IT, website, email, database, payroll, HR and professional service providers who support our work;
· HM Revenue and Customs, the Charity Commission, Companies House and other public authorities where required by law.

We do not sell personal information.

10. International transfers
Some of the systems or service providers we use may store or process personal information outside the UK. Where this happens, we will make sure appropriate safeguards are in place, such as adequacy regulations, standard contractual clauses or other safeguards recognised by UK data protection law.

11. How long we keep personal information
We keep personal information only for as long as we need it for the purposes described in this notice, including to provide services, meet legal and regulatory requirements, manage safeguarding, resolve disputes, keep financial records and demonstrate our accountability.

Different types of records are kept for different periods. For example, care and support records, safeguarding records, employment records, donation and Gift Aid records, financial records and website enquiries may each have different retention periods. When we no longer need personal information, we will securely delete it, anonymise it or archive it in line with our retention procedures.

12. Marketing, fundraising and communications
We may contact you about our news, events, fundraising, volunteering opportunities and ways to support our work. We will only send marketing communications where the law allows us to do so and will respect your contact preferences. You can unsubscribe or change your preferences at any time by using the unsubscribe link in our emails or contacting us.

13. Cookies and website information
Our website may use cookies and similar technologies to help it work properly, understand how people use it, improve user experience and support communications. Where required, we will ask for your consent before using non-essential cookies. You can manage cookies through your browser settings and any cookie controls available on our website.

14. Your data protection rights
You have rights under data protection law. These include the right to ask us for a copy of your personal information, to correct inaccurate information, to delete information in some circumstances, to restrict or object to how we use information, to transfer information you gave us to another organisation in some circumstances, and to withdraw consent where we rely on consent.

Some rights may not apply in every case. If you make a request, we will respond without undue delay and normally within one month. To make a request, please contact us using the details in section 2.

15. How to complain
If you are unhappy with how we use your personal information, please contact us first so we can try to resolve your concern.

You also have the right to complain to the Information Commissioner’s Office, the UK regulator for data protection. You can contact the ICO through its website or by calling 0303 123 1113.

16. Changes to this privacy notice
We may update this privacy notice from time to time to reflect changes in our services, legal requirements or how we use personal information. The latest version will be published on our website.


Easy Read Privacy Notice

Harpenden Mencap keeps information about people so we can give safe support and run our charity properly.

This Easy Read notice explains what information we keep, why we keep it, and what your rights are.

Last reviewed: September 2026

Who we are
Harpenden Mencap is a charity in Harpenden. We support adults with learning disabilities.

What information means
Personal information means facts about you.

This can include your name, address, phone number, email address, date of birth, health information, support needs, donation details, photos or messages you send to us.

Why we keep your information
We keep information so we can:
· Give care and support safely
· Contact you or someone who supports you
· Keep records about your support
· Keep people safe
· Deal with donations, events and payments
· Answer questions or complaints
· Follow the law

When we can use your information
The law says we must have a good reason to use your information.

We may use your information because you said yes, because we need it to give you support, because the law says we must, or because it helps us run the charity properly.

Who we share information with
We only share your information when we need to and when the law allows it.

We may share information with people like family members, carers, advocates, doctors, social workers, local councils, safeguarding teams, emergency services, banks, accountants, website providers or regulators.

We do not sell your information.

How long we keep information
We keep information only for as long as we need it.

When we do not need it anymore, we delete it safely, make it anonymous, or archive it safely.

News, events and fundraising
We may contact you about our news, events, fundraising and ways to support Harpenden Mencap.

You can ask us to stop sending these messages at any time.

Website cookies
Our website may use cookies.

Cookies are small digital files that help a website work and help us understand how people use it.

Your rights
You can ask us to:
· Show you the information we have about you
· Fix information that is wrong
· Delete information in some situations
· Stop using your information in some situations
· Stop sending you some messages

Some rights may not apply every time. We will explain if this happens.

How to contact us
If you have a question, or want to use your rights, please contact Harpenden Mencap.

Email: mailto:office@harpendenmencap.co.uk
Phone: 01582 460055

If you are unhappy
Please contact us first if you are unhappy about how we use your information.

You can also contact the Information Commissioner’s Office, called the ICO. The ICO checks that organisations follow data protection law. ICO phone: 0303 123 1113.

Harpenden Mencap is a Registered Charity No. 1035252 and a Company Limited by Guarantee No. 2903642, registered in England and Wales
image1.png
.'map

Harpenden




