
Our ‘policies and procedures’ are the rules 

about how we do things at Pyramid. 

Following our policies and procedures helps to keep everybody 

safe.  

The policies and procedures also tell us what to do if 

something goes wrong.

It is important that everybody at Pyramid can access 

and understand our policies and procedures.

The o昀케ce team can help with this.

Please contact us if you would like support to read 

or understand this policy.

We can meet with you to talk about it. Or we can 

provide information in different format / language to 
suit your needs.

phone:  0113 234 6040

text:  07531 215 999

email: governance@pyramid.org.uk
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Why? 

Name Y Y Y Y Y Y Y To identify you 

DOB Y  Y Y    To identify you 

Gender Y  Y Y    To identify you 

Address Y  Y Y   Y To contact you 

Phone number Y  Y Y   Y To contact you 

Email address Y  Y Y Y Y  To contact you 

Emergency Contact (name and number) Y  Y Y   Y In case you are ill / have an accident 

Personal info re activities / interests Y  Y Y    To understand your interests and how we fit into the picture 

Communication means and needs Y Y Y Y   Y 
So we can ensure we can communicate with you and understand you in 

sessions 

Access needs Y Y Y Y   Y So we can ensure our sessions are accessible to you 

Photo permissions Y  Y Y    To make sure we only use photos of you with your permission 

Training and experience Y  Y Y    
To decide if you are a suitable volunteer / worker and identify future 

training needs 

References Y  Y Y Y   To decide if you are a suitable volunteer /worker  

DBS certificate number and date of issue Y  Y Y    
To prove we have run the check and so we know when to run another 

check (every two years) 

Legal membership status Y  Y Y    
So we can identify our legal members in order to provide legal notices (e.g. 

of an AGM) 

Personal care summary (e.g. medical or 

emotional needs) 
 Y  Y   Y So we can ensure our workers know what to do and how to support you 

Session notes (observations about what you 

did in a session) 
  Y Y Y   

To monitor progress, identify issues, make adjustments to better support 

you, identify training needs 

Photos and video recordings Y  Y Y Y Y  
To identify you / to use in marketing and monitoring reports / as part of 

projects (e.g. when making a film)  

IP address     Y Y  For website analytics / To identify you  

Sexuality   Y     Equal Opportunities Monitoring 

Gender   Y     Equal Opportunities Monitoring 

Ethnicity   Y     Equal Opportunities Monitoring 

Religion   Y     Equal Opportunities Monitoring 

Disability (Y/N)   Y     Equal Opportunities Monitoring 

Mental health issues (Y/N)   Y     Equal Opportunities Monitoring 

Autism / Asperger's (Y/N)   Y     Equal Opportunities Monitoring 
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