Conflict of Interest Policy

Introduction
This policy sets out the principles for Conflict of Interest within St Nicolas Academy PTA.  It is relevant to all within the association and is endorsed by the committee of St Nicolas Academy PTA It will be reviewed yearly to ensure that it remains appropriate to the Organisation and its volunteers needs.

As Committee Members and Trustees of St Nicolas Academy PTA we understand it is our duty to make decisions that are in the best interests of the parent teacher association (PTA). We know that where any of us hold a personal or other interest, this will stop us from achieving this duty and acting in the best interest of our PTA.

Applicability
This applies to every elected members of the St Nicolas Academy PTA committee.
Our PTA takes the following steps to identify and deal with any conflicts of interest:
· We make all new committee members aware of this policy

· We ask all committee members to declare any conflict of interest
1) When they are appointed
2) At the beginning of each meeting
3) Whenever a committee member becomes aware of a possible conflict of interest

· Any committee member with an identified conflict of interest is asked to withdraw from any discussion of and/or vote on that issue.

· Where conflicts of interest arise we will detail in the minutes of the meeting how this has been addressed

· The PTA will work to make sure there is a good mix of parents and staff across the school involved within the PTA. This will stop any one part of the school being overly-represented.

· Where decisions made may favour one year group, subject area or particular aspect of the school over others we will ensure we have consulted with our members and over time will ensure that all aspects of the school will benefit equally.

This policy will be reviewed annually by the St Nicolas Academy PTA committee prior to the AGM.








Complaints Procedure Policy

Introduction
This policy sets out the principles for the Complaints Procedures within St Nicolas Academy PTA.  It is relevant to all within the association and is endorsed by the committee of St Nicolas Academy PTA It will be reviewed (Time Scale) to ensure that it remains appropriate to the Organisation and its volunteers needs.

As Committee Members and Trustees of St Nicolas Academy PTA we understand it is our duty to make decisions that are in the best interests of the PTA. We know that where any of us hold a personal or other interest, this will stop us from achieving this duty and acting in the best interest of our PTA.

Applicability
This applies to every member of the St Nicolas Academy PTA 
The PTA defines a complaint as an expression of dissatisfaction in the PTA’s actions or the standard of service provided. 
Our PTA takes the following steps to identify and deal with any complaint made against the PTA: 
· We make all new committee members aware of this policy

· Complaints should be made in writing to the committee and handed, in the first instance, to the Chairperson. If the complaint is regarding the elected Chairperson then the complaint may be passed to another elected committee member.

· The committee will meet to discuss any complaint made within 28 days of receipt of the written complaint.

· The committee will respond to the complainant, detailing the committee decision made and whether there will be any further discussions or meetings regarding the complaint.

· If a meeting is arranged for the complainant to meet with the committee, the complainant may bring additional representatives with them. The complainant is also required to supply any documentation  or evidence that they wish the committee to view at least 7 days prior to the meeting 

· At the meeting the complainant should detail their grounds for complaint PTA may ask questions of the complainant. Minutes of the meeting will be taken.

· Any decision made by the PTA in response to a complaint will be confirmed in writing within 7 days with details of any action to be taken

This policy will be reviewed annually by the St Nicolas Academy PTA committee prior to the AGM.




Safeguarding Policy

Introduction
This policy sets out the principles for safeguarding within St Nicolas Academy PTA. 
It is relevant to all within the association and is endorsed by the committee of St Nicolas Academy PTA
It will be reviewed at the AGM to ensure that it remains appropriate to the Organisation and its volunteers needs annually.


Responsibility

Parent Teacher Associations (PTAs) have a duty of care to consider the safety of children and vulnerable adults. This should be taken into consideration when risk assessing a PTA event and the duration of such events.
It is best practice for PTAs to have a set of procedures in place and guidelines for volunteers to follow at events, this may be developed with guidance from the school
All PTA members should be aware of the person responsible for safeguarding within the school. The school may provide training for PTA members on safeguarding and the procedures to follow or the PTA may arrange their own training for its volunteers

What to do if you have concerns about a child
You may have concerns about a child because of something you have seen or heard or a child may choose to disclose something to you.
If a child discloses information to you, you should:
· Listen to the child without displaying shock or disbelief

· Accept what is said and reassure the child, do not make promises that you may not be able to keep , e.g. ‘Everything will be alright now’

· Do not ask leading questions and do not interrogate the child – this is not your responsibility to investigate

· Explain to the child what you have to do next and who you have to talk to

· Take notes, if possible, or write up the conversation as soon as possible afterwards 

· Contact the school safeguarding officer or a member of the school leadership team as soon as possible 

Guidance for Events:
· All Events should be risk assessed

· Events where children are dropped off and collected – a register should be available and children should be checked in and out of the event. The PTA should have a list of any child being collected by another parent/carer or travelling home alone

· Contact details for the child’s parent/carer may be collated by the PTA for the event

· Exits should be monitored to ensure children cannot leave an event unattended

· If this is a regulated activity the volunteer will need an Enhanced DBS check.


This policy will be reviewed by the St Nicolas Academy PTA committee annually before the AGM.




























GDPR/Privacy Policy

St Nicolas Academy PTA is the PTA of St Nicolas C of E Academy Nuneaton.  It is a registered charity 1088638. The PTA organises events and raises funds for the school as well as promoting the strong sense community that exists between parents, children and staff.  
Our details
St Nicolas Academy PTA
St Nicolas Academy
Windermere Avenue
Nuneaton
CV11 6HJ
stnicolasacademypta@gmail.com
This privacy notice explains how we collect, store and use personal data.  
	Type of information
	Purpose
	Legitimate
	Length of time data stored
	Access to data required by
	Where is the data stored

	Contact details on raffle tickets
	To contact winners of events
	Yes
	Destroyed once the event is complete and winners notified
	PTA Members present at event
	Paper copies in school office prior to event. Supervised at all times throughout event by PTA member

	Contact details and order details on leavers hoodie order form
	To collate the order for the 3rd party company
	Yes
	1 month after hoodies have been distributed incase of any order issues
	PTA Member administering the project. 3rd Party company (using their own GDPR policy)
	Paper copies in school office

	Childs full name and class
	On Christmas card templates to identify childs drawing and produce an order form to be sent to 3rd party company (school fundraising)
	Yes
	For the length of the project
	PTA Member administering the project. 3rd Party company (using their own GDPR policy – School Fundraising)
	Digital details stored on a secure password protected site. Request for deletion submitted once project has taken place. 
School fundraising stored using their own policy.

	Contact name for christmas card purchases
	Delivery note with order
	Yes
	1 month after delivery of items incase of any order issues
	PTA Member administering the project
	Paper copies in school office once distribution of orders has taken place.  Digital details stored on secure password protected site.



How do we collect data? 
We only collect personal data that we need for a specific purpose, mainly in order to communicate with parents and carers. We do not collect data ‘in case’ we might need it. We only hold data for the time that is required and regularly check that it is still required.  We will make it clear why we are collecting someone’s data what we are asking them to consent to and how they can withdraw their consent.  Our Privacy statement is available through the school website. We communicate directly with volunteers and never ask the school for individual personal information.  To be clear, the school may send messages from the PTA to the whole school community, but the PTA does not hold this contact information - it is all managed by the school office.  


What personal data does the PTA collect?
 The PTA may collect personal data that you have chosen to share directly with us. Personal data is information that identifies you as an individual and can include: 
• your name 
• your contact information, such as telephone number and email address 
• family details 
• your child’s name and class 
• information about attendance at events, including ticket purchases 
• images, audio or video recordings taken at events
We won’t collect any more information than we need, and we will get rid of it once its purpose has been served.  We make sure we have up-to-date information at the start of every school year, via the AGM.  

How and why the PTA uses personal data? 
We collect the personal data described above in order to:  
• ensure the effective running of the committee 
• communicate the details of upcoming PTA meetings, events, activities and information about the PTA to you 
• communicate with a specific group of volunteers who opt in to help the PTA with specific activities 
• keep a record of your response(s) to our volunteer forms 
• notify you of the results of any raffle, competition, promotion or survey 
• process and administer your order for any product supplied or arranged by us, including management of any payments to or from us
Information that is essential to protect the vital interests of the person, for example regarding a life-threatening allergy or medical condition, may be required by the PTA for the purposes of running an event. We will always ask for consent to hold this data. 

On what basis do we collect and use personal data? 
We collect and use personal data on the basis of: 
• Consent - where the parent/carer has given specific permission (e.g. to be on relevant distribution lists) 
• Legitimate Interest - this includes our interests in managing our relationship with you and running the PTA; the provision of and administering of events, activities and products of the PTA (incl. prize winners); to grow and develop the PTA and the services it offers/provides and to ensure compliance with any applicable policies, practices or procedures 
• Legal Obligation - as a registered charity the PTA has legal obligation to send its committee members' details to the Charity Commission; financial transactions may be kept for tax law reasons or Gift Aid purposes 
• We may also process data to perform a contractual obligation with you as a PTA supplier or sponsor. 

Sharing data 
For PTA products that are created by a third-party organisation such as Christmas cards and Leavers' hoodies we will share with these organisations the minimum information required in line with our contractual obligations.  
We do not otherwise share or sell your personal data to any other organisation.  
Personal data will be shared between PTA committee members where required for the purposes of running an event or activity such as an event attendance list, or a planning meeting, where you have expressed interest in being involved. We may also share information with St Nicolas Academy where there is a legitimate interest in doing so.  
You have the right to request that any out of date, inaccurate or irrelevant information is erased or corrected (subject to certain exemptions and limitations under data protection legislation). Please see below for how to contact us. 

Managing and storing data 
We will ensure all data that you give us is kept securely and restricted to those with a ‘need to know’. We are committed to protecting information about you and your children.  
Data supplied to or held by the PTA will be stored securely in a password protected online secure file sharing system, which is compliant with data protection legislation. We do not transfer personal data outside of the European Economic Area unless it is lawful to do so under data protection legislation. Where committee members have access to personal data such as an email address or telephone number, they may store this on a personal device for as long as is necessary for a legitimate purpose before transferring the data to our secure storage system, or securely deleting the data, whichever is most appropriate. 
The PTA will keep your personal data for as long as it is necessary for a legitimate purpose. Any kept data will be destroyed within 3 months of the related event or activity and at most kept for no longer than one academic year. A limited amount of information about payments may have to be kept to comply with tax and financial reporting law, usually for 6 years from the end of the current tax year. 
Your Rights Data protection legislation gives you several rights regarding your information:  
• You have the right to withdraw consent, where given. 
• You can ask what information we hold about you and be provided with a copy. We will also give you extra information such as why we use this information, where it came from and if it has been shared. You should be aware that the right of access is limited to your own personal data, and certain data is exempt from the right of access, including information which identifies other individuals. 
• You can ask us to delete the information that we hold about you in certain circumstances, for example where we no longer need the information.  
• In some cases, you can ask us to amend the personal data we hold, or have it transferred to others, or for the PTA to stop processing it - but subject to certain exemptions and limitations. We will sometimes have compelling reasons to refuse specific requests to amend, delete or stop processing your personal data: for example, a legal requirement. All such requests will be considered on their own merits.  
• You can ask us to send you, or another organisation, certain types of information about you in a format that can be read by computer.  
• Our use of information about you may be restricted in some cases, for example if you tell us that the information is inaccurate, we can only use it for limited purposes while we check its accuracy. Accessing your data If you want to find out what data we hold about you or your child, please contact the Secretary at stnicolasacademypta@gmail.com. We are happy to share it with you at any time and you can also ask us to delete your data from our records at any time. We will respond to any such written requests as soon as is reasonably practicable and in any event within statutory time-limits, which is one month in the case of requests for access to information. More information Please contact us on stnicolasacademypta@gmail.com if you have any questions about this Notice or the information we hold about you. The PTA will update this Notice from time to time, and any substantial changes that affect how we use your personal data will be notified on the PTA part of the website.  







