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1. About this Privacy Notice
Sheen Mount Primary School Fund ("the Charity", "we", "us" or "our") is committed to protecting the privacy and security of personal information entrusted to us.
This Privacy Notice explains how we collect, use, store and protect personal information when we carry out our charitable activities.
It applies to personal information relating to, for example:
· parents and carers;
· pupils and beneficiaries;
· donors and supporters;
· volunteers;
· members of the school community;
· trustees;
· people who contact or make enquiries of the Charity;
· people who submit complaints; and
· individuals who otherwise interact with the Charity.
The Charity is a data controller for the personal information it processes for its own charitable purposes.
This Privacy Notice should be read alongside any other privacy information we provide at the point where personal information is collected.
2. Who We Are
Charity name: Sheen Mount Primary School Fund
Charity Registration Number: 1183219
Registered address: Sheen Mount Primary School, West Temple Sheen, London, SW14 7RT
Email: info@sheenmount.richmond.sch.uk
Telephone: 0208 876 8394
For data protection purposes, the Charity is responsible for deciding how and why personal information is processed.
Where the Charity works closely with Sheen Mount Primary School, the school and the Charity may have separate responsibilities for personal information. Information will only be shared between them where there is an appropriate lawful basis and where the sharing is necessary and proportionate.
3. What Personal Information We Collect
Depending on how you interact with the Charity, we may collect:
Contact information
· name;
· postal address;
· email address;
· telephone number; and
· other contact details.
Information relating to donations and fundraising
· details of donations;
· donation dates and amounts;
· payment information where necessary to process a donation;
· Gift Aid information and declarations;
· fundraising participation; and
· correspondence relating to donations.
We generally do not retain full payment-card details. Payments may be processed by third-party payment providers, whose own privacy notices will apply to their processing.
Information relating to beneficiaries
Where necessary to fulfil our charitable purposes, we may collect limited information about beneficiaries and their families, such as:
· name;
· age or year group;
· eligibility for assistance;
· information necessary to assess or provide charitable support; and
· records of assistance provided.
We will seek to collect only information that is necessary for the relevant charitable purpose.
Information relating to volunteers and trustees
This may include:
· contact details;
· relevant role information;
· training records;
· declarations of interests;
· information necessary for safeguarding or legal compliance; and
· correspondence concerning the person's role with the Charity.
Complaints and enquiries
If you contact us with a complaint, concern or enquiry, we may collect:
· your name and contact details;
· details of your complaint or enquiry;
· supporting documents and correspondence;
· information provided during an investigation; and
· records of the outcome.
Information obtained from other organisations
Where appropriate and lawful, we may receive information from the school, payment providers, fundraising platforms, professional advisers, regulators or other organisations involved in delivering our charitable activities.
4. How We Use Personal Information
We may use personal information to:
· administer and operate the Charity;
· fulfil the Charity's charitable purposes;
· provide financial or other charitable assistance to beneficiaries;
· administer donations and fundraising;
· claim Gift Aid;
· communicate with donors, supporters, parents, carers, volunteers and other members of the school community;
· organise Charity events and activities;
· recruit and manage volunteers;
· administer trustees and trustee activities;
· maintain appropriate financial and administrative records;
· respond to enquiries and complaints;
· investigate concerns;
· manage conflicts of interest;
· comply with legal and regulatory obligations;
· protect the Charity's property, funds and people;
· obtain professional advice where necessary; and
· establish, exercise or defend legal claims.
We will not use personal information for purposes that are incompatible with the purpose for which it was collected unless permitted or required by law.
5. Our Lawful Bases for Processing
Under UK data protection law, we must have a lawful basis for processing personal information.
Depending on the circumstances, we may rely on one or more of the following:
Legal obligation
We may process information where necessary to comply with a legal obligation, such as:
· financial and accounting requirements;
· Gift Aid requirements;
· charity law and regulatory requirements; and
· other legal obligations applying to the Charity.
Legitimate interests
We may process information where this is necessary for our legitimate interests, provided those interests are not overridden by the individual's rights and interests.
Examples may include:
· administering the Charity;
· communicating with donors and supporters;
· maintaining appropriate records;
· managing volunteers and trustees;
· preventing misuse of charitable funds; and
· handling complaints and enquiries.
Contract
We may process personal information where necessary to enter into or perform a contract with an individual or organisation.
Consent
In circumstances where consent is the appropriate lawful basis, we will ask for consent before processing the relevant information.
Where processing is based on consent, the individual may withdraw consent at any time.
Withdrawal of consent will not affect the lawfulness of processing carried out before consent was withdrawn.
Vital interests
In exceptional circumstances, we may process information where necessary to protect someone's vital interests.
Public task
Where applicable, we may process personal information where necessary for a task carried out in the public interest or in the exercise of official authority.
6. Special Category Information
Some information is subject to additional protection under UK data protection law.
This includes information such as:
· health information;
· racial or ethnic origin;
· religious or philosophical beliefs;
· trade union membership;
· biometric information used for identification; and
· information concerning a person's sex life or sexual orientation.
The Charity will only collect or use this type of information where there is a lawful basis and an additional condition under data protection law.
Where possible, we will avoid collecting sensitive information unless it is genuinely necessary for the Charity's purposes.
7. Information About Children
The Charity may process information about children because of the nature of its relationship with the school and its charitable purposes.
We recognise that children require particular protection in relation to their personal information.
Where we process information about children, we will:
· collect only information that is necessary;
· use it only for appropriate and clearly defined purposes;
· apply appropriate security measures;
· limit access to those who need the information; and
· take account of the child's age and understanding where appropriate.
Where consent is relied upon in relation to an online service offered directly to a child, the Charity will take appropriate steps to comply with the applicable legal requirements.
8. Sharing Personal Information
We will only share personal information where there is a lawful basis for doing so.
Depending on the circumstances, information may be shared with:
· the school and its authorised representatives;
· trustees and authorised Charity volunteers;
· professional advisers, such as accountants or legal advisers;
· banks and payment providers;
· Gift Aid processing providers;
· fundraising platforms;
· IT and software providers;
· auditors or independent examiners;
· regulators, including the Charity Commission where appropriate;
· HM Revenue & Customs where required;
· law enforcement or other public authorities where legally required; and
· other organisations where necessary to deliver the Charity's activities and permitted by law.
We will not sell personal information to third parties.
9. Sharing Information with the School
The Charity and Sheen Mount Primary School are separate organisations where they are separate legal entities.
The Charity may share information with the school where there is a lawful basis and where the sharing is necessary for a specific purpose.
For example, information may be shared where necessary to:
· identify or support a beneficiary;
· administer a grant or charitable payment;
· organise a fundraising activity;
· administer an event; or
· protect a child or another individual where there is a lawful basis to do so.
The Charity will not assume that information can be shared simply because the Charity and school work closely together.
10. International Transfers
Some of our service providers may process personal information outside the United Kingdom.
Where personal information is transferred outside the UK, we will ensure that the transfer is made in accordance with applicable UK data protection law and that appropriate safeguards are in place where required.
11. How We Protect Personal Information
We take reasonable and appropriate technical and organisational measures to protect personal information from:
· unauthorised access;
· accidental loss;
· misuse;
· alteration;
· inappropriate disclosure; and
· destruction.
Depending on the nature of the information, safeguards may include:
· password protection;
· access controls;
· secure cloud storage;
· restricted access to financial records;
· secure disposal of paper records;
· trustee and volunteer confidentiality requirements; and
· appropriate security arrangements with service providers.
No method of electronic transmission or storage can be guaranteed to be completely secure.
12. How Long We Keep Information
We will retain personal information only for as long as reasonably necessary for the purpose for which it was collected and to meet our legal, regulatory, accounting and reporting obligations.
Different types of information may be retained for different periods.
For example, financial and accounting records may need to be retained for longer than routine correspondence.
Our retention arrangements take account of:
· legal and regulatory requirements;
· the Charity's accounting and reporting obligations;
· the nature of the information;
· the purpose for which it was collected;
· potential legal claims; and
· the Charity's legitimate operational requirements.
When information is no longer required, it will be securely deleted, destroyed or anonymised where appropriate.
13. Your Data Protection Rights
Subject to certain legal exceptions, individuals have rights under UK data protection law, including the right to:
· request access to personal information we hold about them;
· request correction of inaccurate or incomplete information;
· request deletion of personal information in certain circumstances;
· request restriction of processing in certain circumstances;
· object to certain processing;
· request portability of certain personal information; and
· withdraw consent where processing is based on consent.
Some of these rights are subject to conditions and exceptions, and they may not apply in every situation.
14. Making a Data Protection Request
To exercise your rights, please contact:
Sheen Mount Primary School Fund
Sheen Mount Primary School, West Temple Sheen, London, SW14 7RT

Email: info@sheenmount.richmond.sch.uk
Please provide sufficient information to allow us to identify you and understand your request.
We may need to verify your identity before providing personal information.
We will normally respond to a valid request within one month, although this may be extended where permitted by law for complex or multiple requests.
15. Complaints About Data Protection
If you have a concern about how the Charity has handled your personal information, please contact us first using the details above.
You also have the right to complain to the Information Commissioner's Office (ICO) if you believe that your personal information has been handled unlawfully.
Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
The ICO's website provides information about data protection rights and how to make a complaint.
16. Third-Party Websites and Services
Our website or communications may contain links to third-party websites or services.
We are not responsible for the privacy practices or content of third-party websites.
Individuals should review the privacy notices of third-party organisations before providing them with personal information.
17. Changes to This Privacy Notice
We may update this Privacy Notice from time to time to reflect:
· changes to our activities;
· changes in data protection law;
· changes in the way we process information;
· changes to our service providers; or
· updated regulatory guidance.
The latest version will be made available through the school website.
18. Contact Us
If you have any questions about this Privacy Notice or how the Charity handles personal information, please email Sheen Mount Primary School Fund via info@sheenmount.richmond.sch.uk.

Effective date: 5th October 2026
Last reviewed: 5th October 2026
Next review: Autumn Term 2028
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