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LCC Volunteer Privacy Notice and 
Confidentiality Agreement. 

For Leicester City Council general Privacy Notice, please see our website at 
www.leicester.gov.uk. This Volunteers’ Privacy Notice covers the specific personal data 
Leicester City Council collects and processes relating to its volunteers to manage the 
relationship with them. The organisation is committed to being transparent about how it 
collects and uses that data and to meeting its data protection obligations. 

What information does Leicester City Council collect? 

Leicester City Council collects and processes a range of information about you. This 
includes (as applicable): 

▪ information provided by you such as your name, address and contact details, 

including email address and telephone number, date of birth and gender 

▪ details of your qualifications, skills, experience and employment history, including 

start and end dates with previous employers and volunteering experience  

▪ details of your bank account 

▪ information about your emergency contacts 

▪ information about your nationality and entitlement to work in the UK 

▪ information from references 

▪ information on DBS checks including the outcome of the checks; 

▪ details of your volunteering pattern (i.e. the days and hours you generally volunteer) 

▪ information about medical or health conditions or disabilities for which the 

organisation needs to make reasonable adjustments 

▪ equal opportunities monitoring information, including information about your ethnic 

origin, sexual orientation, health and religion or belief. 

▪ other relevant information as applicable required by Leicester City Council in order to 

ensure we fulfil our obligations. 

The organisation collects this information in a variety of ways. For example, data is collected 
through: 

• application forms and CVs;  

• obtained from your passport or other identity documents;  

• forms completed by you at the start of your relationship with Leicester City Council;  

• from correspondence with you; or  

• through interviews, meetings or other assessments.  

In some cases, the Council collects personal data about you from third parties, such as 
references supplied by former employers and information from criminal records checks 
permitted by law. 

http://www.leicester.gov.uk/
http://www.leicester.gov.uk/
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Data is stored in a range of different places, including in your personal file, in the 
organisation's HR management systems and in other IT systems (including LCC's network 
drives and email system). 

Why does Leicester City Council process personal data? 

The Council needs to process data to enter into a volunteering relationship with you and to 
meet its obligations to you. For example, it needs to process your data to pay expenses 
incurred for travel and lunch and to contact you in an emergency. 

In some cases, Leicester City Council needs to process data to ensure that it is complying 
with its legal obligations. For example, it is required to check a volunteer’s entitlement to 
work in the UK and to comply with health and safety laws.  

For certain roles, it is necessary to carry out criminal records checks to ensure that 
individuals are permitted to undertake the role in question. 

In other cases, Leicester City Council acts in its official authority or public task role. 
Processing volunteer data allows the organisation to: 

▪ run volunteer recruitment processes 

▪ maintain accurate and up-to-date records and contact details (including details of 

who to contact in the event of an emergency 

▪ ensure effective administration 

▪ conduct volunteer engagement surveys 

▪ provide references on request for current or former volunteers 

▪ respond to and defend against legal claims 

▪ maintain and promote equality, diversity and inclusion in the workplace. 

Some special categories of personal data (also known as ‘sensitive personal data’), such as 
information about health or medical conditions, are processed to make appropriate 
adjustments for people with disabilities and for health and safety purposes. 

Where the organisation processes other special categories of personal data, such as 
information about ethnic origin, sexual orientation, health or religion or belief, this is done for 
the purposes of equal opportunities monitoring.  

Data that the organisation uses for these purposes is made anonymous or is collected with 
the express consent of volunteers, which can be withdrawn at any time. Volunteers are 
entirely free to decide whether or not to provide such data and there are no consequences of 
failing to do so. 

Who has access to data? 

Your information will be shared internally, including with members of the HR and recruitment 
team, your supervisor, managers in the business area in which you volunteer and senior 
managers and IT staff if access to the data is necessary for performance of their roles. 
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The organisation shares your data with third parties in order to obtain references and to 
obtain necessary criminal records checks from the Disclosure and Barring Service where 
applicable. 

Your data (e.g. mobile number) may also be shared for the purposes of the organisation’s 
Business Continuity Plan. 

How does Leicester City Council protect data? 

The organisation takes the security of your data seriously. The organisation has internal 
policies and controls in place to try to ensure that your data is not lost, accidentally 
destroyed, misused or disclosed, and is not accessed except by its employees in the 
performance of their duties. These include the Information Governance & Risk Policy and 
the IT Security Policy Statement. 

For how long does Leicester City Council keep data? 

How long we retain your data is governed by our Retention & Disposal Schedule. If you 
apply to be a volunteer and you are not successful, we will automatically anonymise your 
application form data after one month. If you apply to be a volunteer and you are successful 
we will automatically anonymise your application form after six months. After you leave the 
organisation, we will automatically anonymise your data after six years, . Where you have 
worked directly with children data has to be held for longer. 

Your rights 

As a data subject, you have several rights. You can: 

▪ access and obtain a copy of your data on request 

▪ require the organisation to change incorrect or incomplete data 

▪ require the organisation to delete or stop processing your data, for example where 
the data is no longer necessary for the purposes of processing 

▪ object to the processing of your data where the organisation is relying on its 
legitimate interests as the legal grounds for processing 

▪ ask the organisation to stop processing data for a period if data is inaccurate or there 
is a dispute about whether or not your interests override the organisation's legitimate 
grounds for processing data. 

▪ Object to the Council sending you direct marketing information (such as emails or 
texts) 

▪ Object to the Council profiling you (by building a picture of your activities and views 
based upon looking at your online activities). 

If you would like to exercise any of these rights, please contact the organisation’s Data 
Protection Officer by emailing data-protection-officer@leicester.gov.uk  

mailto:data-protection-officer@leicester.gov.uk
mailto:data-protection-officer@leicester.gov.uk
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If you believe that the organisation has not complied with your data protection rights, you can 
complain to the Information Commissioner’s Office (ICO). www.ico.org.uk  

What if you do not provide personal data? 

Certain information, such as contact details and your right to work in the UK have to be 
provided to enable the organisation to set up a volunteering arrangement with you. 

Automated decision-making 

No decisions taken by the Council connected with working with volunteers are based solely 
on automated decision-making. 

http://www.ico.org.uk/
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Volunteer Confidentiality Agreement 
During the course of your volunteering activity you may have access to personal data and / 
or information of a confidential nature. This could be as simple as having access to other 
volunteer’s details which you may be adding to our database or overhearing a member of 
staff talking with a volunteer over the phone. 

When someone gives us any confidential information, they need to be sure that we will not 
pass this to anyone else without their prior permission.  

The only exception to this is if you have been party to any information which raises a 
concern to you for example; - a child protection or safeguarding issue, or if a crime has been 
committed. In this case you will be expected to share this with a manager immediately. 

Privacy and Confidentiality Statement 
I have read and understood the Volunteer Privacy Notice. 

I have read and understood the relevant data protection clauses in the Volunteers’ 
Handbook and the relevant IT security policies. 

I understand that while volunteering with Leicester City Council I may come across 
information that is personal data and / or confidential.  

I agree that I will never disclose personal data or confidential information to anyone unless 
required to do so by a manager/supervisor or the law. 

I understand that any disclosure, misuse, copying or transmitting of any material, data or 
information, whether intentional or unintentional, may result in disciplinary action and/or 
prosecution, according to the procedures set by Leicester City Council and any applicable 
laws. 
 

Signed  

Print name  

Date  

(If consenting online, use the tick box on the application form to declare that you have 
read and understood this agreement) 

 [Volunteer to keep one copy, Leicester City Council to keep one copy] 


