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Norfolk Autism Partnership Board Member Privacy Notice

Last updated: 12 July 2026
1. About this notice

This notice explains how we use personal information about members of the Norfolk
Autism Partnership Board.

It applies to:
e Board members;
e co-chairs;
e working-group members;
o self-advocates;
e people representing organisations;
e peopleinvolved in NAPB meetings and activities;
e people using the secure members area.
This notice should be read alongside our public Website Privacy and Cookie Policy.
2. Who is responsible for your information?
The Norfolk Autism Partnership is facilitated by ASD Helping Hands.

ASD Helping Hands is responsible for looking after the personal information used to
operate the NAPB members area and related systems.

Our contact details are:

Norfolk Autism Partnership
c/o ASD Helping Hands
Assembly Rooms

Ruthen Place

Dereham

Norfolk

NR19 2TX

Email: contact@norfolkautismpartnership.org.uk

Telephone: 01362 685860 ASD Helping Hands charity number: 1175729
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3. Information we may hold about members

We may hold:

your name;
email address;

telephone number;

postal address;

organisation;

job title;

NAPB role;

membership group;

membership status;

membership start and end dates;
username;

profile information;
communication preferences;
accessibility and support needs;
meetings you are invited to;
meeting attendance and apologies;
involvement claims;

welfare responses;

member messages;

recognition records;

documents connected with your membership;

emails and other communications;

account and security logs;

an administrative or Ragic reference number.

(

)
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We only collect information that is relevant to your membership and participation.

4. Sensitive personal information
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Your membership or information you provide may reveal information about:

Data protection law calls this special-category data.

autism;

disability;

physical health;
mental health;
emotional wellbeing;
communication needs;
accessibility needs;
support needs;

racial or ethnic origin;
religion or beliefs;

sexual orientation.

We give this information additional protection.

We only collect and use sensitive information when it is necessary and relevant.

5. How we collect member information

We may receive information:

directly from you;

from a membership or application form;
when your member accountis created;
when you update your profile;

from a NAPB administrator;

from a meeting organiser;

when you attend a meeting;

when you submit an involvement claim;
when you complete a welfare form;
when you send a member message;

from an organisation you represent;
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Where another organisation gives us information about you, it should tell you that it is
doing so.

e through account, email and security logs.

6. Why we use member information
We may use your information to:
e administer your membership;
e create and manage your member account;
e give you access to the correct information;
e organise meetings;
¢ send meeting invitations and reminders;
e provide meeting papers;
e record attendance and apologies;
e arrange accessibility support;
e process involvement claims;
e manage involvement payments;
¢ send and receive member messages;
e record recognition and contributions;
o ask forfeedback after meetings;
e respond to welfare concerns;
o follow up issues you raise;
e prepare reports;
¢ understand member representation;
e improve meetings and participation;
e maintain governance records;
e keepthe members area secure;
o meet legal, financial and regulatory responsibilities.
7. Our lawful reasons for using member information

Different lawful reasons may apply to different uses of your information.
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Legitimate interests
We normally rely on legitimate interests to:
e administer NAPB membership;
e create and manage member accounts;
e organise meetings;
¢ send administrative communications;
e record attendance and apologies;
e manage member messages;
e maintain governance records;
e prepareinternal reports;
e protectthe members area and associated systems.

Our legitimate interest is the effective, inclusive and secure operation of the Norfolk
Autism Partnership Board.

We consider the possible effect on your rights before relying on this basis.
Consent
We may rely on consent when:
e you provide optional accessibility information;
e you provide optional health or wellbeing information;
e you agree to receive optional communications;
e you ask us to use your information for a specific purpose.
You can withdraw your consent at any time.
Withdrawing consent does not make earlier use of your information unlawful.
Contract
We may rely on contract where information is needed to:
e administer an agreed involvement payment;
e reimburse an expense;
e manage another agreement with you;

o take steps you have requested before entering an agreement.
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Legal obligation
We may rely on legal obligation to:
¢ maintain financial and accounting records;
e meet charity or tax requirements;
e respond to a lawful request;
e comply with another legal duty.
Vital interests

In a serious emergency, we may use or share information where this is necessary to
protect someone’s life.

8. Health, disability and accessibility information
Health, disability and autism-related information is special-category data.

Where you voluntarily provide this information so that we can arrange support or
reasonable adjustments, we will normally rely on:

¢ legitimate interests as our ordinary lawful basis; and
o explicit consent as our special-category condition.
You may be asked to confirm:

| explicitly consent to the Norfolk Autism Partnership and ASD Helping Hands using the
health, disability, accessibility or communication information | have provided to arrange
appropriate support and reasonable adjustments for my involvement.

Providing detailed medical information is optional unless it is genuinely needed to
provide the support you have requested.

You can withdraw your consent.

If you withdraw consent, we may no longer be able to use the information to provide a
particular adjustment or form of support.

We may keep limited information where there is another lawful reason, such as an
ongoing complaint or legal requirement.

9. Welfare responses
After some meetings, we may ask how the meeting went for you.
A welfare form may ask:

¢ whether you felt safe;
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e whetheryou felt listened to;

e whetheryou feltincluded;

e whetheryou understood the meeting;

e whether you need support;

e whether you want someone to contact you;

e whether you have an accessibility concern.
You may also provide comments.

Where a welfare response contains health, disability or wellbeing information, we will
normally rely on:

o legitimate interests to review and improve the meeting; and
o explicit consent to use the special-category information you choose to provide.
The welfare form should include the statement:

| explicitly consent to the Norfolk Autism Partnership and ASD Helping Hands using the
health, disability or wellbeing information | provide to review my experience, contact me
where requested and arrange appropriate support.

Detailed health information should not be compulsory.
Welfare responses are only available to authorised people who need the information.
Where you request support or raise a concern, we may:
e contactyou;
e assign the concern to an appropriate person;
e record follow-up actions;
e keep arecord of the outcome.
We may use anonymised themes and totals to improve meetings.
Individual welfare responses will not normally be published.
10. Serious welfare and safeguarding concerns
Not every welfare concern is a safeguarding matter.

Where information indicates a serious risk, safeguarding concern or possible harm, we
may need to use or share relevant information without relying on consent.

Depending on the circumstances, we may rely on:
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legitimate interests;

legal obligation;

vital interests;

establishing, exercising or defending legal claims;

an appropriate substantial-public-interest condition under UK law.

We will only use or share information where it is necessary and proportionate.

Serious safeguarding information will be handled under ASD Helping Hands’

safeguarding and data-protection procedures.

11. The secure members area

The members area may allow you to:

view your meetings;

access meeting papers;

view your involvement claims;
view recognition records;
send messages;

update your profile;

access important documents;

see information linked to your NAPB role.

Different members have different access permissions.

Members must:

keep passwords private;

not share their account;

not allow another person to access restricted information;
only use member information for proper NAPB purposes;
not share confidential information without permission;

report suspected unauthorised access.

We may restrict or suspend an account where this is necessary to protect members,

information or the website.

Passwords are stored securely.
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Staff cannot see your password.

12. Meetings and calendar invitations

We may use your information to send:

meeting invitations;
calendarfiles;

reminder emails;
cancellation notices;
changes to meeting details;
meeting papers;

online meeting links.

Invitations may include:

the meeting title;

date and time;

venue;

online meeting link;
organiser details;
accessibility information;

attached documents.

(

)
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You must not forward private meeting links or restricted documents unless you have

permission.

13. Attendance records

We may record whether you:

attended;
sent apologies;
did not attend;

were not expected;

have not yet had an attendance status recorded.

We use attendance information to:
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understand participation;
prepare reports;

support governance;
understand representation;
administer involvement claims;
improve meetings;

identify participation patterns.

Reports will usually use:

totals;
percentages;
grouped information;

anonymised information.

Names will only be included where this is necessary and appropriate.

14. Involvement claims

When you make an involvement claim, we may collect:

your name;
contact details;

meeting or activity details;
date and time;

travel details;

expenses;

payment amount;

bank or payment information;
receipts;

approval information;
payment status;

messages about the claim.

We normally rely on:
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e contract where processing is necessary to administer an agreed payment or
reimbursement;

o legal obligation to maintain financial and accounting records;
o legitimate interests to administer and monitor the claims process.
Your claim may be seen by:
e authorised NAPB administrators;
e the claim approver;
e authorised ASD Helping Hands finance staff;
e anauthorised treasurer or payment administrator;
e accountants;
e auditors.
Secure email links may be used to:
e approve a claim;
e returnaclaim;
e confirm payment;
e update the claim status.
These links may expire and must not be forwarded.

Financial information is only used to manage payments and meet accounting
responsibilities.

15. Member messages

Messages sent through the members area may be stored as part of NAPB’s
administrative records.

Messages may be used to:

e answer a question;

provide support;

resolve a problem;

follow up a concern;

maintain an appropriate record of communication.

Please do not include unnecessary sensitive information in a message.
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Messages may be viewed by authorised administrators and the person responsible for
responding.

16. Recognition records
The members area may record recognition for your participation or contribution.
This may include:

the name of the recognition;

points or awards;

the date it was awarded;

a short description;

the activity connected with it.
Recognition information is normally visible to:
* Yyou;
e authorised administrators.

It will not normally be made public without an appropriate lawful reason or your
permission.

17. Meeting minutes and summaries
NAPB may keep:
e internal meeting minutes;
e meeting papers;
e approved summaries;
e Easy Read documents;
e public meeting records.
Internal documents may contain names or information about members’ contributions.
Before publishing a summary, we aim to remove information that:
e is confidential;
e identifies someone unnecessarily;
e includes private contact details;
e contains a private welfare concern;

e should not be made public.
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Some official meeting records may include member names where this is necessary and
appropriate for governance and transparency.

18. Use of artificial intelligence

NAPB may use an artificial intelligence service to help staff prepare an initial draft of a
meeting summary.

Al is an assistance tool.
It does not:
o decide whether a claim is approved;
e make decisions about membership;
e assess a welfare concern;
o decide what support a member receives;
e make decisions with a legal or similarly significant effect.
A member of staff must review and approve a summary before it is published.
We aim to:
e avoid sending unnecessary personal information;
e remove sensitive information where possible;
e use the information only for the agreed administrative purpose;
e check summaries for mistakes;
e correctunclear or misleading wording;
¢ make sure confidential information is not published.

Members should not include unnecessary personal or sensitive information in
documents that may be used to prepare a public summary.

Some Al providers may process information outside the UK.
Where this happens, appropriate data protection safeguards must be used.
19. Ragic and connected records
NAPB may use Ragic as an administrative database.
Information transferred to Ragic may include:
e memberreference information;

e meeting details;
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attendance information;

names of attendees;

names of people sending apologies;
involvement claim information;
welfare responses;

follow-up notes;

approved meeting summaries;

WordPress record references.

Ragic is used to support:

administration;
reporting;

record management;
welfare follow-up;

financial processes.

Only authorised users may access these records.

(

)
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Some information may be held in both the website system and Ragic while the systems

are connected.

We take reasonable steps to keep connected records accurate and secure.

20. Emails

We may send emails about:

meetings;
reminders;
cancellations;
involvement claims;
welfare follow-up;
member messages;
password resets;

important documents;
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These are administrative communications and are not normally marketing.

changes to membership;

changes to NAPB services.

(

)
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We will only send optional promotional communications where we have an appropriate

lawful reason.

21. Reports

We may use member information to prepare reports about:

attendance;
representation;
involvement;
claims;
welfare;
engagement;

progress against NAPB priorities.

Where possible, reports use:

totals;
percentages;
grouped information;

anonymised information.

Information identifying an individual will only be included where it is necessary, lawful

and appropriate.

22. Who we may share member information with

We do not sell member information.

Where necessary, we may share relevant information with:

authorised ASD Helping Hands staff;
authorised NAPB administrators;
NAPB co-chairs where appropriate;
meeting organisers;

finance staff;
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We only share information that is needed for the relevant purpose.

authorised treasurers or payment administrators;
accountants and auditors;

website hosting providers;

website developers and technical support providers;
email and calendar providers;

database providers;

payment providers;

Al providers;

website security providers;

professional advisers;

insurers;

regulators;

courts;

police or emergency services;

public authorities where disclosure is required or permitted by law.

(

)

Service providers must protect the information and must not use it for their own
unrelated purposes.

23. International data transfers

Some service providers may process information outside the United Kingdom.

This may include providers of:

email;

databases;

website hosting;
artificialintelligence;
security services;

technical support.

NORFOLK
AUTISM
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Where information is transferred internationally, appropriate safeguards must be used.
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These may include:
e processingin a country approved by the UK government;
e approved contractual clauses;
o the UKlInternational Data Transfer Agreement;
o the UKAddendum to approved contractual clauses;
e another safeguard permitted by UK law.

24. How long we keep member information

We only keep information for as long as it is needed.

Our usual retention periods are set out below.

Active membership records

Kept while you are an active member.

Former member records

Core membership information is normally kept for up to six years after membership
ends.

This may include:

e your name;

e membership role;

e membership dates;

e important governance information;

e relevant attendance records.
Information that is no longer needed should be deleted or anonymised sooner.
Member accounts
Access should be removed or disabled when your membership or role ends.
Login and account security records are normally kept for up to 12 months.
Accessibility and support information

Current accessibility and adjustment information is kept while it is needed to support
your involvement.

It will normally be deleted within six months after membership or the support
arrangement ends, unless:
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e you ask us toretain it for continued involvement;

e itforms part of an ongoing concern;

e thereis another lawful reason to keep it.
Meeting invitations
Normally kept for up to two years after the meeting.
Attendance and apology records
Normally kept for up to six years after the meeting.
Anonymised attendance totals may be kept for longer.
Official minutes and governance records

Approved minutes, formal decisions and important governance records may be kept
permanently as part of NAPB’s historical record.

Draft minutes and working notes

Normally deleted within 12 months after the final version is approved, unless they are
needed for an ongoing complaint, legal matter or investigation.

Involvement claims and financial records

Normally kept for at least six years after the end of the relevant financial year.
Welfare responses where no follow-up is needed

Normally kept for up to two years after the response.

Welfare responses requiring follow-up

Normally kept for up to three years after the matter has been closed.

Serious welfare or safeguarding records

Normally kept for up to six years after the matter has been closed, followed by a
review.

They may be retained for longer where required by a safeguarding policy, legal duty,
insurer or ongoing risk.

Member messages
Normally kept for up to two years after the conversation or issue has been closed.
They may be kept longer where they form part of:

e acomplaint;
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e awelfare concern;

e aclaim;

e agovernance record;

e anotherimportant organisational record.
Recognition records

Normally kept while your membership is active and for up to six years after
membership ends.

Email delivery and security logs

Normally kept for up to 12 months.

Backups

Backup copies are normally overwritten within 90 days.

Information may remain in a secure backup for a short period after it has been removed
from the live system.

25. What happens when membership ends?
When your membership ends, we will normally:
e disable your account;
e remove your access to the members area;
¢ remove information that is no longer needed;
o delete current accessibility instructions when they are no longer required;

e keep only the records needed for governance, financial, legal or reporting
purposes;

e anonymise reporting information where possible.
26. Deleting and anonymising information
When personal information is no longer needed, we may:
e securely deleteiit;
e remove identifying details;
e combine it with other information;

e retainitin an anonymised form.
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Properly anonymised information is no longer personal information because it cannot
be linked back to an individual.

27. How we protect member information
We use reasonable organisational and technical security measures.
These may include:

e secure member accounts;

e passwords;

e restricted user roles;

e role-based access controls;

e secure website connections;

e software updates;

e security logs;

e backups;

e time-limited approval links;

o staff procedures;

e accessreviews;

e contracts with service providers.

Access should be changed or removed when someone’s role changes or membership
ends.

No computer system can be guaranteed to be completely secure.

If a personal data breach occurs, we will assess it and notify affected people and the
Information Commissioner’s Office where required.

28. Automated decisions

NAPB does not use solely automated decision-making to make decisions that have a
legal or similarly significant effect on members.

29. Your rights
Depending on the circumstances, you may have the right to:
e Dbe told how your information is used,;

¢ askwhatinformation we hold about you;
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e receive a copy of your information;

e correctinaccurate orincomplete information;
e askustodelete information;

e askustorestrict how information is used;

e objectto some uses of your information;

e withdraw consent;

e receive certain information in a portable format;

complain about how your information has been used.
These rights do not apply in every situation.
We may need to keep some information for:
« financial requirements;
o legalresponsibilities;
e governance records;
e complaints;
e legalclaims;
o safeguarding matters.
30. Withdrawing consent

You can withdraw consent for optional health, disability, accessibility or welfare
information by contacting us.

After you withdraw consent, we will stop using the information on the basis of consent.
We may still retain or use limited information where:

e thereis another lawful basis;

e itforms part of an ongoing complaint or safeguarding concern;

e itis needed foralegalclaim;

o thelawrequires us to keep it.

Withdrawing consent may mean we cannot continue to provide a particular adjustment
or form of support.

31. Making a data protection request

Contact:
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Email: contact@norfolkautismpartnership.org.uk
Telephone: 01362 685860
Post:

Norfolk Autism Partnership
c/o ASD Helping Hands
Assembly Rooms

Ruthen Place

Dereham

Norfolk

NR19 2TX

Please explain:
¢ whoyou are;
e whatinformation you are asking about;
¢ whatyou would like us to do;
e how we can contact you.
We may ask you to confirm your identity.
We normally respond within one month.

32. Complaints

(

)
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Please contact us first if you are concerned about how your information has been used.

You can also complain to the Information Commissioner’s Office.

The Information Commissioner’s Office is the UK’s independent data protection

regulator.
Website: www.ico.org.uk
Telephone: 0303 123 1113
33. Changes to this notice
We may update this notice when:
¢ the members area changes;
e anewsystem isintroduced;
e we change a service provider;

e legalrequirements change;
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e we need to explain something more clearly.
The latest version will be published on the website.

We will take reasonable steps to tell members about an important change.
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