Record of Processing Activities (ROPA)

Below is our Record of Processing Activities (ROPA) tailored for Autism Mentors Ltd, aligned
with UK GDPR (Article 30) requirements and consistent with your policies.

We have adapt this into a spreadsheet on our cvvc database for ongoing use.
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Additional Notes & Considerations

e Controller / Data Protection Lead
o Controller: Autism Mentors Ltd
o Data Protection Lead / Contact: Michelle Wray (DSL)

o Address, email, and telephone should be documented in full in your master
ROPA record.

e Special / Sensitive Categories
Many of your processing activities involve special category data (health, disability,
behavioural, safeguarding). You must specify the appropriate condition under Schedule
1 of the Data Protection Act 2018 for each processing activity (e.g. “processing is
necessary for the exercise of legal obligations in relation to safeguarding,” or “explicit
consent”).

e Processors and Third Parties

If you use external processors (e.g. cloud storage, HR platform, scheduling software),
document:

o The processor name and contact details

o The categories of processing they perform

o Assurance they meet UK GDPR obligations
e Updating the ROPA

o Treatit as a living document — review and update it whenever there’s a new
processing activity or when systems / contracts change.

o Assign clear responsibility for maintaining and auditing the ROPA.



e Exemptions for Small Organisations
Under UK GDPR, organisations with fewer than 250 employees may be exempt from
maintaining full processing records unless the processing is regular, involves special
categories, or is likely to pose risk to data subjects. But because you handle health and
safeguarding data, you should maintain full ROPA.

e Retention & Disposal

Ensure your ROPA links to your data retention and disposal policy. For example, client
files: how and when they are deleted, archived, or anonymised.

e Security Measures Description

Your ROPA should include a general description of security measures (encryption,
restricted access, backups, secure physical storage) to satisfy Article 30 requirements.

e Making It Available

You must make the ROPA available on request to the ICO.

If you like, | can convert this into a fillable Excel template customized for Autism Mentors Ltd, so
you and your team can populate and maintain it easily. Would you like me to produce that for
you now?



