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Light Project Peterborough 

Privacy Notice 

 

Who We Are 

Light Project Peterborough (LPP) is a registered charity working to support individuals 

and communities across Peterborough. 

Our vision is: 

"To enable and equip the church and community to heal the broken-hearted, set free the 

oppressed, and bring good news to the poor." 

We are committed to protecting your privacy and handling your personal information 

lawfully, fairly and transparently in accordance with the UK General Data Protection 

Regulation (UK GDPR) and the Data Protection Act 2018. 

 

What Information We Collect 

Depending on your relationship with LPP, we may collect: 

Personal Information 

• Name 

• Address 

• Telephone number 

• Email address 

• Date of birth 

• Emergency contact details 

Service User Information 

• Referral information 

• Support needs and assessments 

• Case notes and support plans 

• Appointment records 

• Correspondence and communications 
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Employment and Volunteer Information 

• Application forms and CVs 

• References 

• DBS information where required 

• Training and employment records 

• Attendance records 

Donor and Supporter Information 

• Contact details 

• Donation history 

• Gift Aid declarations 

• Communication preferences 

Website Information 

• IP address 

• Browser and device information 

• Website usage data 

• Cookie information 

 

Why We Collect Information 

We collect information in order to: 

• Deliver services and support. 

• Assess needs and provide appropriate assistance. 

• Safeguard children, adults at risk and vulnerable individuals. 

• Communicate with service users, volunteers, supporters and partners. 

• Recruit and manage staff and volunteers. 

• Process donations and Gift Aid claims. 

• Monitor and improve our services. 

• Meet legal, contractual and regulatory obligations. 
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• Protect the safety of individuals and the organisation. 

 

How We Use Your Information 

We only use personal information where there is a lawful reason to do so. 

We may use information to: 

• Deliver support services. 

• Manage referrals and appointments. 

• Maintain service user records. 

• Provide volunteering and employment opportunities. 

• Process donations and fundraising activities. 

• Respond to enquiries and complaints. 

• Monitor service quality and effectiveness. 

• Meet safeguarding responsibilities. 

• Comply with legal obligations. 

We will never sell your personal information to other organisations. 

 

Who We May Share Information With 

We only share information when it is necessary, lawful and appropriate. 

This may include: 

• Local authorities. 

• Healthcare professionals. 

• Housing providers. 

• Commissioners and funders. 

• Regulatory bodies. 

• Safeguarding agencies. 

• Emergency services. 

• Partner organisations delivering services on our behalf. 
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• Professional advisers and auditors. 

Where possible, we will seek your consent before sharing information. However, 

information may be shared without consent where required by law or where there is a 

safeguarding or public protection concern. 

 

How Long We Keep Information 

We only keep information for as long as necessary. 

Typical retention periods include: 

Record Type Retention Period 

Service User Records 7 years after case closure 

Safeguarding Records Minimum 75 years after closure 

Financial Records 7 years 

Personnel Records 6 years after employment ends 

Volunteer Records 3 years after volunteering ends 

Recruitment Records (Unsuccessful 

Applicants) 
6 months 

DBS Information 6 months 

DBS blemished/unclear risk assessment and 

management plan 

75 years after 

employment/appointment ceases 

Trustee Minutes and Governance Records Permanently archived 

 

Information that is no longer required is securely destroyed. 

 

Your Rights 

Under UK GDPR you have the right to: 

• Request access to information we hold about you. 

• Request correction of inaccurate information. 
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• Request deletion of information in certain circumstances. 

• Request restriction of processing. 

• Object to processing. 

• Request transfer of your information to another organisation where applicable. 

• Withdraw consent where consent is relied upon. 

• Complain about how your information has been handled. 

Some rights are subject to legal exemptions. 

 

Keeping Your Information Safe 

We take appropriate technical and organisational measures to protect personal 

information, including: 

• Secure electronic systems. 

• Password protection. 

• Access controls. 

• Staff training. 

• Confidential storage. 

• Secure disposal arrangements. 

• Data breach reporting procedures. 

Only authorised individuals are permitted access to personal information. 

 

How to Contact Us 

If you have questions about this Privacy Notice or wish to exercise your rights, please 

contact: 

Chief Executive Officer 

Light Project Peterborough 

The Garden House 

Minster Precincts 

Peterborough 

PE1 1YU 

Email: info@lightprojectpeterborough.org.uk 

mailto:info@lightprojectpeterborough.org.uk
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Telephone: 01733 560031 

 

How to Complain 

If you are unhappy with how we have handled your personal information, please 

contact us first so that we can try to resolve the issue. 

You also have the right to complain to: 

Information Commissioner's Office (ICO) 

Website: www.ico.org.uk 

Telephone: 0303 123 1113 

Address: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, 

Cheshire, SK9 5AF 

 

This Privacy Notice will be reviewed every two years or sooner if legal or organisational 

requirements change. 

http://www.ico.org.uk/

