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Introduction l/

NI Youth Forum is committed to protecting your privacy and keeping your personal
information safe.

This is NI Youth Forum’s full Privacy Notice, there is a youth-friendly and summary version
available on the NI Youth Forum website at www.niyf.org/privacy.

This Privacy Notice explains the types of personal data we collect, why we collect it, how we
use it, and the measures we take to ensure it is secure.

We only collect and use personal data when it is necessary for us to deliver our services,
support our members, comply with the law, and protect the people we work with.

By being transparent about how we handle personal information, we want you to feel
confident that your data is treated lawfully, fairly, and with respect.

Who We Are
NI Youth Forum is the data controller for the personal information we collect and use. This
means we are responsible for deciding what data we collect, how we use it, and how we

keep it safe.

We have appointed a Data Protection Officer (DPO) who oversees how we use personal
data. You can contact our DPO at:

e Email: info@niyf.org

e Post: Data Protection Officer, NI Youth Forum, 68 Berry Street, Belfast, BT1 1FJ

e Phone: 028 9033 1990
What Personal Data We Collect
The information we collect depends on how you are involved with NI Youth Forum. We only
collect the details we need to run our programmes, support our members, meet legal and

safeguarding responsibilities, and keep people safe. The table below gives an overview of
the main types of personal data we may collect and who it applies to.

Who you are What we collect

Name, age, contact details, emergency
contacts, parent/guardian details,
participation records, membership history,
feedback, images or videos from events
Medical needs, accessibility or dietary
requirements, safeguarding records

Young people & members

Safeguarding & health
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Contact details, role information, training
Executive Committee / Trustees / Advisors | records, AccessNI checks,
trustee/governance records

Applications, CVs, references,
Staff & volunteers employment/HR details, payroll, training,
AccessNI checks

Contact details, communication
Supporters & fundraisers preferences, donations, sponsorships, Gift
Aid records, fundraising activities

Contact information, correspondence,
Funders, partners & stakeholders records needed to manage funding,
partnerships, or accountability

Contact details, contracts, invoices,

i
Suppliers bank/payment details

CCTV images at our premises, cookies or

Everyone . .
preferences when using our website

Special Category Data
Some information we collect is more sensitive under data protection law. This may include
details about your health, disabilities, race or ethnicity, religion or beliefs, political opinions,

sexual orientation, or equality monitoring information.

We only collect this data when it is necessary (for example, to meet safeguarding or legal
requirements) and we always apply extra protections.

Aggregated Data

We may also collect and use aggregated data, such as statistics about participation in our
programmes.

This type of data is grouped together so that no individual can be identified. It helps us
understand the impact of our work but does not include personal details about you.

Cookies

Our website uses cookies to improve your browsing experience and help us understand how
people use our site. Cookies are small text files that are placed on your device when you
visit a website.

We use the following types of cookies:

e Essential cookies — required for the website to function (for example, remembering
your cookie preferences). These cannot be turned off.

e Analytics cookies — help us understand how our website is used, so we can improve
it.
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e Preference cookies — allow us to remember your settings and improve your
experience.

We do not use advertising cookies, and we do not require you to log into our website.
When you visit our site, you can choose whether to accept or reject non-essential cookies
through our cookie consent banner. You can also adjust your browser settings to block or
delete cookies at any time.

How We Collect Personal Data

We collect personal information in different ways, depending on how you interact with NI
Youth Forum. This may include:

e Directly from you — for example, when you complete a membership or consent
form, sign up for a programme, take part in a survey, or contact us by phone, email,

or online.

e From parents or guardians — for example, when providing emergency contacts,
safeguarding details, or consent for under 18s.

e From partner organisations — such as schools, youth groups, community
organisations, funders, or statutory agencies who refer or support participants.

e From statutory bodies or professionals — such as AccessNI, health and social care, or
safeguarding agencies, where required to protect people or meet legal duties.

e From publicly available sources — such as organisational websites, Companies
House, or social media, where this is relevant to our work.

We will always explain why we are collecting your information, and only request what is
necessary for our work.
How We Use Personal Data

We use personal information so that NI Youth Forum can carry out its work as a charity. The
main ways we use your data include:

Purpose How we use your information

Running programmes,

. To organise and deliver activities safely and effectively
projects, and events

Safeguarding and child To meet our legal duties and keep young people and others
protection safe

Membership and To manage memberships, elections, committees, and board
governance responsibilities
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To send newsletters, updates, consultations, and invitations to

Communication
events

To recruit and support staff and volunteers, and to manage

Recruitment and HR .
employment or volunteering records

Fundraising and To manage donations, sponsorships, fundraising campaigns,
publicity and to share information about our work

Administration and To keep records, meet reporting duties for funders and
accountability regulators, and evaluate our work

Under data protection law, we must have a lawful basis every time we use personal data.
The lawful bases we rely on may include:

e Consent — when you give us clear permission (e.g. to use photos or send marketing
updates).

e Contract —when data is needed to deliver our services or manage a membership
agreement.

e Legal obligation — when we must process data to meet the law (e.g. safeguarding,
employment, financial reporting).

e Vital interests — when it is necessary to protect someone’s life (e.g. in a medical
emergency).

e Legitimate interests — when it is necessary for our work as a charity, in ways you
would reasonably expect, and that do not unfairly impact your rights.

e Public task — when delivering publicly funded programmes on behalf of statutory
bodies.

Who We Share Personal Data With

We never sell your personal information. We only share it when it is necessary, lawful, and
proportionate to do so. Depending on the circumstances, we may share data with:

Who we may share with Why we share information

Parents or guardians To keep young people safe, especially those under 18

Partner organisations

(e.g. schools, youth groups,
community organisations,
delivery partners)

To run joint programmes, projects, or events

Funders and To meet reporting and accountability requirements (for
commissioners example, participation statistics, usually anonymised)
Regulators and statutor . .

bogies 4 To comply with legal and regulatory duties
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(e.g. Charity Commission,
HMRC, AccessNI)

Safeguarding authorities
(e.g. PSNI, health and social
care services)

To protect children, young people, or vulnerable adults
where there are concerns

Professional advisers
(e.g. auditors, insurers, legal | To obtain professional services and meet legal obligations
advisers, accountants)

Suppliers and service
providers (e.g. IT, email,
survey, and event booking
systems)

To provide systems and services that support our work

Staff, trustees, and

To enable them to carry out their NIYF role responsibly
volunteers

When we do share information, we only provide what is necessary and, where possible, we
anonymise or limit the data.

Where We Store Personal Data

We store personal data securely using systems based mainly in the United Kingdom (UK) or
the European Economic Area (EEA).

In some cases, our trusted service providers (for example, Microsoft, Google, or survey
platforms) may store or process data outside the UK/EEA. When this happens, we make
sure appropriate safeguards are in place, such as UK-approved Standard Contractual
Clauses, to keep your data protected.

How Long We Keep Personal Data

We only keep personal data for as long as it is needed to carry out our work, meet legal or
safeguarding requirements, or satisfy conditions set by funders or regulators. Once
information is no longer required, it is securely deleted or destroyed.

Some records are kept for fixed periods required by law (for example, financial records and
health and safety reports). Others are kept for as long as needed to meet safeguarding
responsibilities, funder requirements, or to carry out our work effectively. When deciding
how long to keep information, we take into account legal duties, the type of data, the risks
involved, and the needs of the organisation.

Some examples of how long we usually keep different types of records are:

Type of record How long we keep it

Financial records (e.g. invoices, accounts) | 7 years

Recruitment information (unsuccessful

applicants) 1year

Employment records (staff) 6 years after employment ends
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AccessNI check information 6 months after recruitment decision
Accident records (children/young people) | Until the person turns 21
Accident records (adults) 3 years after the incident

Normally 28 days (unless needed for an

CCTV footage investigation)

Other records may have different retention periods depending on the type of data and legal
requirements. If you would like further details about our retention policy, please contact us.

Your Rights

Under data protection law, you have a number of rights in relation to your personal
information. These include the right to:

Your right | What it means

Access You can ask for a copy of the personal data we hold about you.

Correct You can have inaccurate or incomplete data corrected.

Delete In certain circumstances, you can ask us to delete your data (“the right to be
forgotten”).

. You can ask us to stop using your data temporarily, for example while

Restrict . .
accuracy is being checked.

Object You can object to us using your data for certain purposes, such as direct
marketing.

Data You can ask us to transfer your data to another organisation in a structured,

portability | machine-readable format.

Withdraw | Where we are relying on your consent (e.g. marketing or use of photos), you
consent can withdraw it at any time.

To exercise any of these rights, please contact our Data Protection Officer (DPO):
e Email: info@niyf.org
e Post: Data Protection Officer, NI Youth Forum, 68 Berry Street, Belfast, BT1 1FJ

e Phone: 028 9033 1990

When you make a request, we may ask for proof of identity before we can release information. We
normally respond within one month, but if your request is complex, this may take up to three
months. If so, we will keep you informed.

Data Security

We take the security of personal information seriously. NI Youth Forum uses a range of
technical and organisational measures to protect data from loss, misuse, or unauthorised
access. This includes keeping paper records locked away, using secure password-protected
systems for electronic records, limiting access to staff and volunteers who need it, and
training our team regularly on data protection.



NI YOUTH FORUM PRIVACY NOTICE — SEPTEMBER 2025

Data Breaches

A personal data breach is any incident that results in personal information being lost,
disclosed, or accessed by someone who should not have it. If a serious breach occurs, NI
Youth Forum will:

e investigate the issue and take steps to reduce any risks;

e notify the Information Commissioner’s Office (ICO) within 72 hours, where required;
and

e inform individuals directly if the breach is likely to result in a high risk to their rights
or freedoms.

All breaches are recorded, reviewed, and used to strengthen our systems and training.
Complaints and Contact Details

If you have any questions, concerns, or complaints about how NI Youth Forum uses your
personal information, please contact us first so we can try to resolve the issue:

e Email: info@niyf.org
e Post: Data Protection Officer, NI Youth Forum, 68 Berry Street, Belfast, BT1 1F)J.
e Phone: 028 9033 1990

If you are not satisfied with our response, you also have the right to complain to the
Information Commissioner’s Office (ICO), which regulates data protection in the UK:

e Website: www.ico.org.uk/concerns
e Phone: 0303 123 1113
Changes to this Notice

We may update this Privacy Notice from time to time to reflect changes in the law or in how
we handle personal data.

The latest version will always be available on our website at www.niyf.org/privacy.

Where significant changes are made, we will notify members, staff, volunteers, or
supporters directly (for example by email or newsletter).



