
NORTH BERWICK HIGH SCHOOL PTA 

PERSONAL DATA AND PRIVACY POLICY 

INTRODUCTION TO NBHS PTA 

North Berwick High School Parent Teacher Association (NBHS PTA) is a not-for-
profit charity which raises money for the benefit of all pupils at NBHS. The PTA is run 
by a committee drawn from parents/carers and teachers at NBHS. The PTA runs a 
Monthly Prize Draw (The Draw) which is a private society lottery. 

PERSONAL DATA AND PRIVACY 

In order for NBHS PTA to run The Draw, we process personal data which relates to 
members of The Draw. We also process personal data of suppliers for events and 
other contacts. NBHS PTA is committed to maintaining the appropriate 
confidentiality, integrity and security of personal data that we process by complying 
with both our legal and ethical obligations in respect of data protection and privacy. 
This policy sets out the principles NBHS PTA adheres to when processing personal 
data and outlines the operational aspects of our various data processing activities. 

WHAT PERSONAL DATA DO WE COLLECT? 

Personal data is any information relating to an identifiable living individual. We collect 
the following information about individuals: 

NBHS PTA MONTHLY PRZE DRAW MEMBERS 

In order to enable NBHS PTA to administer The Draw, we maintain a Members 
Database comprising the following information which may contain personal data: 

Personal/contact information: names, contact and address details. 

OTHER CONTACTS 

In addition to the The Draw Membership Database, NBHS PTA also maintains a 
separate database comprising information (including name, address and contact 
details) provided by individuals from organisations that supply us with 
products/services. 

NBHS PTA is committed to fair and transparent processing and any individual 
requiring information as to where NBHS PTA originated his/her personal data may 
contact NBHS PTA at any time. 



WHAT DO WE DO WITH YOUR PERSONAL DATA? 

NBHS PTA MONTHLY PRIZE DRAW MEMBERS 

NBHS PTA will use the contact details supplied by members to administer The Draw, 
i.e. to record payments made against member names, to select monthly winners and 
advise them and to advise when membership has expired.  

Members can opt-out of The Draw at any time by contacting the Prize Draw 
Administrator  c/o North Berwick High School, 231 Grange Road, North Berwick 
EH39 or via email nbhspta@gmail.com 

WHAT IS THE LEGAL BASIS FOR NBHS PTA DATA 

PROCESSING? 

By law, NBHS PTA may only process personal data where it has a legal justification 
or requirement to do so. 

In accordance with that law, NBHS PTA processes personal data as described 
above because it is: 

1) Necessary for the performance of our membership contracts with our members: 
and/or 

2) Necessary for the purposes of NBHS PTA’ legitimate interests, namely to fulfil its 
function as a charity in accordance with applicable law and regulations and to 
conduct and manage our relationship with specific individuals. Where we use your 
personal data for NBHS PTA’s legitimate interests, we make sure that we take into 
account any potential impact that such use may have on you. If we believe your 
interests or fundamental rights and freedoms override our legitimate interests then 
we won’t use your personal data on this basis and may seek your specific consent, 
and/or 

3) Necessary for compliance with its legal obligations. 

NBHS PTA would not be able to fulfil its charitable fund-raising function in the 
manner required by applicable law and regulation without processing personal data 
as described in this policy. 

If you have any concerns about our processing please refer to details of “Your Rights 
in Relation to Personal Data” below. 

YOUR RIGHTS IN RELATION TO PERSONAL DATA 

Individuals whose personal data we process have certain rights in respect of that 
data, including: 

(1) RIGHT TO INFORMATION AND ACCESS 

You have the right to request access to the information that we hold about you. 



In accordance with data protection laws, members also have the right to receive a 
copy of any information we hold about them in connection with the performance of 
our contract with them. On request, NBHS PTA will provide members with copies of 
their personal data in a convenient format (via electronic means or otherwise).  

(2) RECTIFICATION, ERASURE, AND RESTRICTION 

You have the right to ask us to limit or cease processing or erase information we 
hold about you in certain circumstances. In responding to such requests, NBHS PTA 
will communicate to the individual concerned the impact of such restrictions or 
deletions, for example, inability to continue as a member of the The Draw. 

NBHS PTA takes reasonable steps to ensure that the personal data it holds about 
you is accurate and up-to-date and we will comply with any requests to rectify any 
inaccurate data we may hold about you. 

NBHS PTA relies on the accuracy of information provided by members of The Draw 
and will rectify any notified inaccuracies following a request by the individual 
concerned. Requests for access to information regarding personal information 
should be made in writing to The Data Protection Officer c/o North Berwick High 
School, 231 Grange Road, North Berwick EH39 4 or via email to nbhspta@gmail. 
Requests by members to make changes to their personal should be made by post 
with signature appended. 

(3) RIGHT TO OBJECT 

You have the right to object to NBHS PTA using your information on the basis of its 
legitimate interests.  

NBHS PTA is committed to respecting individuals’ rights. You may action your rights 
by contacting us using the details provided above and we will comply with your 
requests unless we have a lawful reason not to do so. NBHS PTA will endeavour to 
handle any requests within a reasonable period and, in any event, within a month of 
the original request. 

HOW NBHS PTA MIGHT SHARE YOUR PERSONAL DATA 

NBHS PTA will only share personal data with third parties in the following 
circumstances: 

FINANCIAL REPORTING ON MEMBERS 

The NBHS PTA auditors are also given access to NBHS PTA information for the 
purpose of the audit only. 

GENERAL 

In some circumstance, NBHS PTA may need to share your personal data where 
necessary with other third parties (including legal or other advisors, regulatory 
authorities, courts and government agencies) to enable us to enforce our legal rights, 

mailto:members@alcs.co.uk


or to protect the rights, property or safety of our members or where such disclosure 
may be permitted or required by law. 

DATA SECURITY 

NBHS PTA will take appropriate technical and organisational measures to protect 
the personal data we transmit, store or otherwise process against accidental or 
unlawful destruction, loss, alteration or unauthorized disclosure or access. 

All paper Monthly Prize Draw membership application forms are stored under secure 
lock and key. The data on these forms is also held on databases which are stored on 
flash drives protected by Secure Sockets Layer (SSL) encryption technology. The 
personal data is not held on any PC or laptop or backed up to either a secure 
location or an external hard-drive. 

When personal data is being shared with third parties (e.g. the auditor is given sight 
of bank accounts which contain names and financial details) every effort is made to 
make sure paper copies of documents (e.g. bank statements) are handled securely 
and kept under lock and key where at all possible – or using an encrypted device for 
electronic documents, where this is possible. Any data shared with us over the 
internet (e.g. an email containing a completed application form) cannot be 
guaranteed to be 100% secure. As a result, although NBHS PTA strives to protect 
your personal data online, including through use of encryption and other measures, 
we cannot guarantee the security of any Internet communication or transmission. If 
you have reason to believe that your interaction with us is not secure, please notify 
us of the problem immediately by contacting us using the details below. 

Prior to introducing new systems or technologies relevant to the processing of 
personal data, NBHS PTA will undertake the necessary impact assessments with a 
particular focus on any associated risks. 

HOW LONG DOES NBHS PTA RETAIN PERSONAL DATA FOR? 

NBHS PTA will only retain personal data for as long as is necessary to fulfil our 
function or for as long as we reasonably require to retain the information for our 
lawful business purposes or comply with a statutory or other legal requirement. 
Please contact us if you require further information about our retention policies. 

DATA BREACHES 

In the event of any breach of NBHS PTA systems impacting on the security of a 
member’s or any other individual’s personal data, NBHS PTA will inform the affected 
member(s) or individuals at the earliest opportunity describing the nature of the 
breach, the possible consequences and the measures being taken to remedy the 
situation in accordance with our procedures and applicable law. 

COMPLAINTS 



If you are unhappy with the way in which NBHS PTA processes your personal data, 
please contact us using the information provided below. You also have the right to 
lodge a complaint before the Information Commissioner’s Office (ICO), the UK data 
protection authority. Their contact details as are follows: Information Commissioner’s 
Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF; Tel: 0303 123 
1113 (local rate) or 01625 545 745; or see their website. 

CONTACT US 

Please direct any comments or enquires relating to this policy to: The Chair, NBHS 
PTA c/o/ North Berwick High School, 231 Grange Road, North Berwick EH39 4 or 
via email nbhspta@gmail.com 

UPDATING THIS POLICY 

From time to time we may change our data processing activities. We will notify you 
of any changes to this policy as required by law. We will also post an updated 
version on the PTA section of the NBHS website. 

Date: 28th May 2018 

 

https://ico.org.uk/global/contact-us/
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