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Baby Basics UK needs to gather and use certain information about individuals. It is important that this 
information is held and used in accordance with the law.  

The Data Protection Act & GDPR requires that the following principals are adhered to and that data is: 

• used fairly and lawfully 
• used for limited, specifically stated purposes 
• used in a way that is adequate, relevant and not excessive 
• accurate 
• kept for no longer than is absolutely necessary 
• handled according to people’s data protection rights 
• kept safe and secure 
• not transferred outside the European Economic Area without adequate protection 
• never sold or passed on to any third party unless permission is expressly sort 
 

In order to ensure that Baby Basics is abiding by the above principles the following policy is to be 
followed by all members of staff and volunteer team members. 

Baby Basics will only store and use information that has been freely given to us, it will only be used for 
the specific purpose for which it was given. Should we wish to use information for another purpose 
express permission must be sought. An example of this would be asking permission to send fundraising 
materials to someone who had previously given their contact details for newsletter correspondence 
– an assumption should never be made about how people are happy for their information to be used 
and permission should always be obtained. 

Personal information should be kept up to date. Up to date information should be garnered from the 
individual directly; we will not use publicly available data such as electoral rolls, public registers, social 
media etc to maintain and update our records.  

Staff and volunteer information 

Storing data about members of the Baby Basics team such as next of kin details and information about 
medical conditions is necessary to maintain a safe working environment for our team, this information 
must only be used for the purposes of keeping our team safe and must not be shared for any other 
reason. 

This information is to be kept in a locked drawer or cupboard that is secure but also is accessible to 
the relevant team leaders. Currently this secure space is the lockable filing cabinet in the resource 
room at The King’s Centre. 

Working as part of a team can often feel social and informal; however it is important to remember 
that the way we deal with peoples data must still comply with the above principles. Information must 
not be shared between team members without express permission. 
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Shared office space 

Baby Basics works in a shared office space used by the staff and volunteers of Baby Basics and also 
The King’s Centre and Network Church Sheffield. It is also a space that our referring agencies and other 
people such as members of the church congregation have access to on a regular basis.  

As such we would expect the following precautions to be taken to maintain data protection. 

• Computers/laptops/tablets should be password protected. 
• Computer/laptops etc. should be logged off if they are going to be left unattended.  
• People’s personal data must not be left out on desks, in open trays or pinned to notice boards 

– tucking information out of sight into a file or drawer helps to protect information before it 
is moved to a secure place or is shredded. Be mindful of these ‘transition’ times.  

• Information should be dealt with and stored in the appropriate place or shredded at the end 
of each day. 

• Think carefully about the information included on memo boards. 

Online referral system 

Any member of the team, whether staff or volunteer, using the online system must log in under their 
own user name and password. Passwords should not be shared.  

Only essential information should be included on this system. Occasionally a referring agency will 
volunteer more information than we would require, you can’t choose what you are told but you must 
be careful what you record. You may feel that in order to provide the best service to the woman or 
family it is necessary to note down some of the extra information given. If this is the case please keep 
the information as general as possible – remember that this is as much about respect and maintaining 
dignity and personal security as it is about complying with GDPR and data protection law. 

Contact details of the client should never be taken and stored. 

Always log out of the online system when it is not in use.  

The online system will lead you through the process of taking a referral – please enter in as much 
information as possible. There are certain fields on the system that are required (these are marked 
with a red *), such as name and contact details of the person making the referral. Other fields are not 
required but are useful to you and your team as you process the request.  

 We have included space for you to record the name of the client – this helps to avoid duplicate 
requests, this can happen when different agencies are working with a family simultaneously. 
Depending on the circumstances of the client some referring bodies are reluctant to give out client 
names, please be sensitive to this and not allow this to be a barrier to giving.  

Please do not ask for additional information about the client, keep the information you request to 
what is necessary. If other information is volunteered by the referring agent, such as address or a 
telephone number please do not keep a note of this and advise the agency that this information is not 
necessary.    All correspondence about each request must be noted in the correspondence section of 
the online system, this is so that any team member can log on to the system and clearly see the stage 
the request is at and any issues that have arisen.   
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Once the items are ready for collection, a member of your team must send a message or call the 
person who made the request letting them know it is ready and make arrangements for collection. 
The ‘job’ should be changed from ‘pending’ to ‘ready for collection’ on the system and the collection 
form printed out ready to be signed.   

 When items are collected please ensure that the collection form is signed and dated and the system 
changed from ‘ready for collection’ to ‘completed’.   

 The printed collection form should be stored securely – in a locked drawer for example, this is so that 
the personal identifying information on the form is not readily available to other people using your 
office / storage space. Once the collection form has been signed off by the agent collecting the items 
from you it must be kept securely for a period of three months. We believe three months is sufficient 
time for any queries or concerns to be raised and addressed. After this three month period the signed 
forms should be securely destroyed. If you do not have a shredder or the volume of forms makes using 
a standard domestic shredder impossible you may find it useful to use an industrial secure shredding 
company who can cope with a larger volume. Tearing / ripping / scrunching and putting in a waste 
paper or recycling bin is not a secure method of disposing of these documents.   

 The online system will automatically remove any identifiable information from completed and 
cancelled requests after three months. You will still be able to access the output numbers from these 
requests but the personal identifiable data (names, contact details etc) will no longer be stored.   

The data for each centre can only be accessed by the centre manager, additional centre staff or 
volunteers with permission to the online system. The Baby Basics UK team have access to a redacted 
version of the data with headline information included only.  No other Baby Basics Centre can see data 
which is not their own.  

  

Emails and telephones  

When sending group emails always use the BCC (Blind Carbon Copy) function so that an individual’s 
email address is hidden from the other recipients. Should you wish to share email addresses, express 
permission must be sought.  

You may receive emails that you feel it would be beneficial to forward to another agency for help, or 
another Baby Basics centre. In such cases, you must gain permission from the sender first. 

All answer machine messages should be deleted once they have been dealt with. 

If you are using the hands free facility on the telephone please make the caller aware that you are 
doing this and be aware of who is present in the office and may overhear.   
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