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Privacy Policy
1.0 Purpose

This Privacy Policy outlines how the Institute of Registered Case Managers (IRCM),
collects, uses, stores, and protects personal information in the course of its
regulatory, accreditation and business activities.

As a Regulator providing a Register of Case Managers and a Pre-Registrant
Pathway, IRCM is committed to maintaining high standards of data protection,
transparency, and regulatory compliance. This policy explains the types of data we
collect, the reasons for collection and processing and your rights.

This policy applies to all individuals who interact with IRCM, including applicants,
Registrants, Pre-Registrants, employers, professional bodies, membership
organisations, supporters, allies, employees, representatives, and members of the
public.

IRCM also operates the CPD Accreditation Service, through which it evaluates and
accredits continuing professional development activities delivered by third-party
providers. This privacy policy also applies to personal data processed as part of the
accreditation process application, evaluation, moderation, quality assurance and
reporting processes.

2.0 Introduction

As a regulator of case managers, we collect, store, and process personal information
to safeguard the public via the maintenance and administration of the Register of
Case Managers and the Pre-Registrant Pathway.

In addition to maintaining the Register of Case Managers and the Pre-Registrant
Pathway, IRCM operates accreditation and quality assurance services in support of
its regulatory objectives, including the IRCM CPD Accreditation Service (ICAS). In
delivering these services, IRCM processes limited personal data relating to CPD
providers, facilitators, panel members, and associated representatives.

IRCM is committed to handling personal data transparently, lawfully, and in
compliance with the UK General Data Protection Regulation (UK GDPR), the Data
Protection Act 2018, and other relevant regulations.

3.0 Contact Details

Registered Case Managers Limited, trading as the Institute of Registered Case
Managers (IRCM), is a company registered in England and Wales company number
12217986.

IRCM is registered with the Information Commissioner’s Office as Registered Case
Managers Limited with registration reference 1ZB696407.
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IRCM has an appointed Data Protection Lead responsible for overseeing compliance
with data protection legislation.

If you have any questions or concerns about this policy, please contact the data
protection lead at: hello@ircm.org.uk

4.0 The information we collect, use and why

This Privacy Policy applies to all personal data that the Institute of Registered Case
Managers (IRCM) collects, processes, and stores in the course of its activities.

The data IRCM collects falls into the main categories below:

e Personal data - this includes any information that identifies or can be used to
identify an individual, such as:

o nhame, contact details, date of birth, preferred pronouns;

o identification documents;

o equality monitoring information such as gender and legal partnership
status;

o professional qualifications, employment history, and other professional
registrations and memberships;

o continuing professional development (CPD) records;

o communications with IRCM, including queries, complaints, and
feedback; and

o Wwebsite interactions, including IP addresses and cookies.

e Special category personal data - in certain cases, IRCM may collect

sensitive data that requires enhanced protection under UK GDPR, such as:
o health information (e.g., for fithess to practise processes, equality

monitoring and reasonable adjustments purposes);

racial or ethnic origin (e.g., for equality monitoring);

religious or philosophical beliefs (e.g., for equality monitoring);

sexual orientation (e.g., for equality monitoring); and

other sensitive data where necessary for regulatory compliance.

o O O O

IRCM only processes special category data when strictly necessary and with
appropriate safeguards in place. IRCM only shares equality monitoring data in an
anonymised and aggregated format, ensuring that individual identities are not
disclosed. Participation in equality monitoring is voluntary, and individuals can
choose not to provide this information without it affecting their Registration, Pre-
Registration or engagement with IRCM.

e Criminal offence personal data - where required for regulatory or
safeguarding purposes, IRCM may process data related to criminal
convictions or offences, particularly in the context of:

o fitness to practise and professional conduct — to determine eligibility for
Registration or Pre-Registration and the continuity of Registration and
Pre-Registration; and
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o Concerns and sanctions — to uphold professional standards and public
trust.
All processing of criminal offence data is carried out in accordance with UK GDPR
and relevant legal frameworks, ensuring fairness and proportionality.

IRCM collects and process personal data for the following reasons:

e to fulfil our function as a professional Regulator — including processing
applications, maintaining accurate records, verifying eligibility, conducting
fithess to practise and professional conduct assessments and making a
Register of Case Managers and Pre-Registrant Pathway available to the
public;

o to fulfil our obligations as an employer and to our representatives— managing
employees, board members, committee members, group members, panel
members and other representatives in compliance with employment laws and
governance requirements;

e to communicate effectively with members of the public and other stakeholders
— including but not limited to Registrants, Pre-Registrants, membership
bodies, supporters, allies, professional associations, and
government/regulatory authorities;

e to uphold professional standards and public protection — investigating
concerns and complaints, conducting fitness to practise and professional
conduct processes, and ensuring accountability in case management
practice;

e to support continuing professional development (CPD) and training — verifying
professional development activities and facilitating educational opportunities
for Registrants and Pre-Registrants via the accreditation of education;

e to conduct research and improve policy development — gathering insights
through surveys, consultations, and sector-wide research to enhance case
management standards;

e to monitor and promote equality, diversity, and inclusion (EDI) — collecting
data to assess fairness and accessibility in our processes;

e to manage financial transactions and administrative functions — including
processing payments for Registration, Pre-Registration, renewals, events, and
governance-related expenses; and

e to ensure security, fraud prevention, and data integrity — protecting against
fraudulent applications, unauthorised use of credentials, and safeguarding
sensitive data.

IRCM collects or uses the following information to provide services, including
delivery and third-party referrals:
e names and contact details;
gender;
pronoun preferences;
addresses;
identification documents;
date of birth;
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e photographs or video recordings;

e identity documents;

¢ health information (including medical conditions, test results, allergies,
medical requirements and medical history);

¢ information about care needs (including disabilities, home conditions, dietary

requirements and general care provisions);

information about work, home and living conditions;

information about support requirements;

criminal offence data;

records of meetings and decisions;

payment details (including card or bank information for transfers and direct

debits);

e website user information (including user journeys and cookie tracking); and

e information relating to compliments, complaints and other forms of feedback.

IRCM also collects or uses the following information to provide services and third-
party referrals:

racial or ethnic origin;

religious or philosophical beliefs;

health information; and

sexual orientation information.

IRCM collects or uses the following personal information for service updates or
marketing purposes:

names and contact details;

addresses;

organisation;

job title;

marketing preferences;

IP addresses;

website and app user journey information; and

records of consent, where appropriate.

IRCM collects or uses the following personal information for research or archiving

purposes:
e names and contact details;
addresses;

[ ]
e website and app user journey information; and
e records of consent, where appropriate.

IRCM also collects or uses the following information for research or archiving
purposes:

racial or ethnic origin;

religious or philosophical beliefs;

health information; and

sexual orientation information.
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IRCM collects or uses the following personal information for recruitment purposes:
e contact details (e.g., name, address, telephone number or personal email

address);

date of birth;

national insurance number;

copies of passports or another photo ID;

employment history (e.g., job application, employment references or

secondary employment); and

e education history (e.g., qualifications)Right to work information

IRCM also collects or use the following information for recruitment purposes:
racial or ethnic origin;

religious or philosophical beliefs;

health information; and

sexual orientation information.

IRCM collects or uses the following personal information for dealing with queries,
complaints, concerns and other feedback:

names and contact details;

addresses;

witness statements and contact details;

relevant information from previous investigations;

financial accounts and organisational records;

information relating to health and safety (including incident investigation
details and reports and accident book records);

e correspondence; and

e health records.

IRCM also collects or uses the following information for dealing with queries,
complaints concerns and other feedback:

racial or ethnic origin;

religious or philosophical beliefs;

health information; and

sexual orientation information.

IRCM also collects and processes personal data in connection with applications to,
and the operation of the CPD Accreditation Service. This may include:
e names, job titles and contact details of CPD provider representatives;
e names, professional biographies and qualification details of facilitators,
authors and trainers;
e correspondence between IRCM and applicants;
e personal data contained within supporting documentation where this relates to
identifiable individuals (for example, facilitator CVs or named organisational
representatives).
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IRCM does not require the submission of unnecessary personal data as part of the
accreditation process. Applicants are required to anonymise references to service
users or third parties within submitted materials wherever possible.

Evaluation documentation and moderation records are retained as part of IRCM’s
regulatory and quality assurance processes. Where such records contain personal
data (for example, names of evaluators or applicant representatives), they are
processed in accordance with this Privacy Policy.

IRCM does not carry out solely automated decision-making or profiling that produces
legal or similarly significant effects on individuals. All decisions relating to
Registration, Pre-Registration, Fitness to Practise and Professional Conduct involve
meaningful human oversight.

IRCM does not routinely collect or process personal data relating to children under
the age of 18. However, IRCM may process limited information relating to children
where this is necessary for the exercise of its regulatory functions, including where:
e aconcern relating to a Registrant or Pre-Registrant involves a child; or
e information about a child is included within case materials or third-party
correspondence provided to IRCM.

In such circumstances, IRCM will only process children’s personal data where it is
strictly necessary, will apply enhanced safeguards, and will limit access to authorised
individuals. Children’s data will not be used for marketing purposes and will not be
published.

5.0 Our lawful bases for the collection and use of your data

IRCM’s lawful bases for collecting or using personal information to provide services,
including delivery and third-party referrals are:

e Consent - we have permission from you after we gave you all the relevant
information. All your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any
time.

e Legitimate interests — we are collecting or using your information because it
benefits you, our organisation or someone else, without causing an undue risk
of harm to anyone. All of your data protection rights may apply, except the
right to portability. Our legitimate interests are:

o protecting the public by providing a Register of Case Managers and a
Pre-Registrant Pathway displaying individuals who meet professional
standards;

o publishing a summary of cases where sanctions have been applied;

o verifying qualifications, experience and eligibility; and

o ensuring fair, proportionate and evidence based accreditation and
quality assurance processes.

e Performance of a task in the public interest under Article 6(1)(e) UK GDPR-
we process data to maintain a Register of Case Managers and a Pre-
Registrant Pathway that protects the public from malpractice, incompetence
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and other issues as a result of poor conduct and practice. IRCM also
evaluates and accredits CPD activities to support professional standards and
public protection.

IRCM’s lawful bases for collecting or using personal information for service updates
or marketing purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any
time.

e Legitimate interests — we are collecting or using your information because it
benefits you, our organisation or someone else, without causing an undue risk
of harm to anyone. All of your data protection rights may apply, except the
right to portability. Our legitimate interests are:

o sending important updates regarding Registration, Pre-Registration,
renewals, policy changes, and sector wide developments;

o supporting case managers to maintain compliance and uphold
professional standards; and

o ensuring Registrants and Pre-Registrants can manage their
communication preferences with transparency and minimal intrusion.

e Performance of a task in the public interest under Article 6(1)(e) UK GDPR—-
ensuring Registrants and Pre-Registrants receive essential regulatory
updates to remain compliant with professional standards and requirements.

IRCM’s lawful bases for collecting or using personal information for research or
archiving purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any
time.

e Legitimate interests — we are collecting or using your information because it
benefits you, our organisation or someone else, without causing an undue risk
of harm to anyone. All your data protection rights may apply, except the right
to portability. Our legitimate interests are to:

o assess trends in case management, inform policy and enhance the
sector’'s evidence base; and

o improve professional standards and benefit the public, future applicants
Registrants and Pre-Registrants;

e Performance of a task in the public interest under Article 6(1)(e) UK GDPR —
conducting research that supports regulatory decision-making, policy
development and the enhancement of professional standards.

IRCM’s lawful bases for collecting or using personal information for recruitment
purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any
time.
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e Legitimate interests — we are collecting or using your information because it
benefits you, our organisation or someone else, without causing an undue risk
of harm to anyone. All your data protection rights may apply, except the right
to portability. Our legitimate interests are to:

o ensure fair and transparent recruitment processes; and
o monitor and improve the diversity of representatives and case
managers.

e Performance of a task in the public interest under Article 6(1)(e) UK GDPR-
appointing representatives to fulfil IRCM'’s regulatory functions.

Our lawful bases for collecting or using personal information for dealing with queries,
complaints or concerns are:

e Consent - we have permission from you after we gave you all the relevant
information. All your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any
time.

e Legitimate interests — we are collecting or using your information because it
benefits you, our organisation or someone else, without causing an undue risk
of harm to anyone. All your data protection rights may apply, except the right
to portability. Our legitimate interests are to:

o respond efficiently to queries and concerns, thus safeguarding the
public;

o uphold transparency in our regulatory role; and

o handle concerns fairly and efficiently.

e Performance of a task in the public interest under Article 6(1)(e) UK GDPR-
investigating concerns and fitness to practise and professional conduct
concerns to maintain public trust and professional accountability.

6.0 Who we collect and process information about

The Institute of Registered Case Managers (IRCM) collects and processes personal
data from individuals and organisations who engage with us in various capacities.
This includes:

Current and former applicants,Registrants and Pre-Registrants

« individuals applying for Registration, Pre-Registration or renewal. We use
third-party processors to manage payments;

e case managers listed on the Register of Case Managers and the Pre-
Registrant Pathway. For further information about the information that will be
publicly displayed, please read the Registration and Renewal Policy for the
Register of Case Managers, The Registration and Renewal Policy for the Pre-
Registrant Pathway and IRCM Terms and Conditions. The portal software is
provided by Fortesium, their privacy policy can be found here; and

« individuals unsuccessful in their application, former Registrants and Pre-
Registrants whose Registration or Pre-Registration has lapsed, ended or who
have been struck off the Register of Case Managers or the Pre-Registrant
Pathway.
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Individuals making enquiries or complaints or who request updates from IRCM
« members of the public who contact IRCM for information or assistance;
« individuals raising concerns about a Registered Case Manager, Pre-
Registrant or IRCM; and
e individuals who sign up to IRCM’s mailing list.

Employers, professional bodies, membership bodies and third-party referees

« employers, supervisors, or colleagues providing validations of experience,
references or other supporting information for applicants.

« other regulatory bodies or professional associations sharing information on
qualifications or professional conduct;

« training providers and education institutions verifying continuing professional
development activities; and

« membership bodies (BABICM, CMSUK, VRA), including their nominated
liaisons, who facilitate sector communication.

CPD providers and accreditation applicants

e individuals submitting CPD accreditation applications;

e nominated organisational contacts for accredited CPD activities;

o facilitators, trainers, and authors whose credentials are reviewed as part of
the accreditation process;

¢ individuals involved in responding to required amendments or resubmissions;
and

e individuals submitting annual quality assurance declarations in relation to
accredited CPD.

Participants in research, surveys, and equality monitoring
o Registrants, Pre-Registrants and other stakeholders participating in research
or surveys to inform IRCM’s policies and standards;
« individuals providing equality, diversity, and inclusion (EDI) data for monitoring
purposes; and
« contributors to consultations on case management regulation and best
practices.

Website visitors, social media visitors, digital users and mailing list subscribers

« individuals interacting with IRCM’s website, portal, or other digital services.

« visitors whose data may be collected via cookies or analytics to improve
online functionality;

e individuals subscribing to newsletters and other updates;

« |IRCM provides links to third party websites; they will have their own privacy
policy. We encourage individuals following links to read the privacy policy of
these third parties;

« |IRCM uses Google Analytics to collect information about how website visitors
use the website. We collect information such as the number of visitors, how
long visitors spend on the site, location (via IP addresses), information about
the devices the website is accessed on and the browser used etc;

o |IRCM uses MailerLite to track and analyse interactions with our website and
emails. This allows us to collect information such as the number of visitors,
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how long they spend on the site, their location (via IP addresses), and details
about the devices and browsers they use. MailerLite also helps us understand
user engagement by tracking email opens, link clicks, and other interactions,
enabling us to improve our communications and website experience;

« |IRCM hosts the website with Siteground; you can find their privacy policy
here. Individuals completing a form on our website will have their data stored
by Siteground;

« |IRCM uses cookies to help our site work more effectively, you can read our
cookie policy here; and

e |IRCM has social media accounts on various platforms. We may occasionally
collect data via these platforms (e.g. by conducting surveys), where we
engage in this activity we will provide details about the intended use.

Representatives
o current and former staff, board members, committee members, group
members, panel members and other representatives; and
e applicants for employed or voluntary positions.

Supporters and allies and their nominated contacts

e supporters — organisations that have joined our Supporter Community to
demonstrate their commitment to high professional standards;

e allies — not-for-profit and charitable organisations that collaborate with IRCM
to enhance the impact and reach of case management services;

e We publish some business details in the public domain including logos and
web addresses in printed materials and on our website. This information may
be used by third parties to contact you. When you join the community you
have the right to opt out of your information being published by contacting
hello@ircm.org.uk.

7.0 Where we get personal information from

We receive information:

directly from you;

from family members or carers;

from health and care providers;

from other regulatory bodies;

from case managers and their employers;

from websites in the public domain e.g. information that is displayed by a
statutory regulator, court documents.

8.0 How long we keep information

We will ensure that data is not kept in an identifiable form for any longer than is
required for our interests and functions as a regulator or as is required under any
relevant legal or regulatory requirements. Due to our regulatory function, we are
required to keep some data for longer periods of time. For example, we keep Fitness
to Practise and Professional Conduct records beyond the conclusion of the case.
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This is so that we can refer back to that information should an allegation be raised
against a Registrant or Pre-Registrant or our decision making is challenged. Other
forms of data, such as educational data and employment information, may also be
kept for longer periods of time for statistical purposes.

For information on how long we keep personal information, see our retention
schedule here.

9.0 How we protect your data

IRCM uses appropriate technical and organisational measures to protect personal
data, including access controls, encryption where appropriate, secure systems, staff
training, and policies governing data handling and retention.

Access to personal data is restricted to authorised individuals who require it for
legitimate regulatory or operational purposes.

10.0 Who we share information with

We may share personal information with:

organisations for safeguarding purposes such as statutory services;
emergency services;

professional advisors;

subcontractors;

legal bodies or authorities;

relevant regulatory authorities;

external auditors or inspectors;

organisations we are legally obliged to share personal information with;
the public on our website, social media or other marketing and information
media; and

e The public as part of maintenance and publication of the public Register of
Case Managers and Pre-Registrant Pathway.

We will only share and disclose personal data where there is a legal basis for doing
SO, such as:

e you have provided consent;

e itis required for the management of your Registration, Pre-Registration or
other legitimate business purpose;

where we have a safeguarding duty;

for the prevention and detection of crime;

where legally required to do so by any court, law or relevant authority;

to protect the rights, property or safety of IRCM or other third party;

where we transfer our rights and duties to provide products and services to
another organisation; and
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e performance of a task in the public interest e.g. maintaining and publishing the
Register of Case Managers and Pre-Registrant Pathway, investigating
concerns, fitness to practise and professional conduct and publishing
sanctions and case summaries.

We will never provide your personal data to third parties for their marketing
purposes.

Sharing information outside the UK

Where necessary, we may transfer personal information outside of the UK. When
doing so, we comply with the UK GDPR, making sure appropriate safeguards are in
place.

For further information or to obtain a copy of the appropriate safeguard for any of the
transfers below, please contact: hello@ircm.org.uk.

Organisation name: Siteground
Category of recipient: storage provider
Country the personal information is sent to: Worldwide

How the transfer complies with UK data protection law: Siteground use the
appropriate transfer mechanisms to ensure that the transfer is in compliance with
applicable data protection legislation. Such mechanism shall be transferring the
personal data: (i) to a recipient in a country covered by the UK adequacy regulations;
or (ii) to a recipient that has executed the Standard Contractual Clauses, approved
by the European Commission (when the data subject is located in the EU/EEA) or
the International Data Transfer Agreement, issued by the competent authority in the
UK (when the data subject is located in the UK).

Organisation name: MailerLite
Category of recipient: storage provider

Country the personal information is sent to: Worldwide

How the transfer complies with UK data protection law: MailerLite, Inc. has certified
to the Department of Commerce that it adheres to the Data Privacy Framework
Principles. When providing Services to Customers outside the European Economic
Area (EEA), United Kingdom, and Switzerland, MailerLite, Inc. operates in
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accordance with the EU-U.S. and Swiss-U.S. Data Privacy Frameworks ('DPF'), as
well as the UK Extension to the EU-U.S. DPF, as stipulated by the US Department of
Commerce.

Organisation name: Stripe
Category of recipient: payment processor

Country the personal information is sent to: Worldwide

How the transfer complies with UK data protection law: Stripe complies with the EU-
U.S. Data Privacy Framework (“EU-U.S. DPF”), the UK Extension to the EU-U.S.
DPF, and the Swiss-U.S. Data Privacy Framework as set forth by the U.S.
Department of Commerce and as applicable. If you are located in the European
Economic Area (“EEA”), the United Kingdom ("UK”), or Switzerland, please refer to
the Privacy Center for additional details.

11.0 Your data protection rights

Under UK data protection law, we must have a “lawful basis” for collecting and using
your personal information. There is a list of possible lawful bases in the UK GDPR.
You can find out more about lawful bases on the ICO’s website.

Which lawful basis we rely on may affect your data protection rights which are in
brief set out below. You can find out more about your data protection rights and the
exemptions which may apply on the ICO’s website:

e Your right of access - you have the right to ask us for copies of your personal
information. You can request other information such as details about where
we get personal information from and who we share personal information
with. There are some exemptions which means you may not receive all the
information you ask for.

e Your right to rectification - you have the right to ask us to correct or delete
personal information you think is inaccurate or incomplete.

e Your right to erasure - You have the right to ask us to delete your personal
information.

e Your right to restriction of processing - You have the right to ask us to limit
how we can use your personal information.

e Your right to object to processing - You have the right to object to the
processing of your personal data.

e Your right to data portability - You have the right to ask that we transfer the
personal information you gave us to another organisation, or to you.

e Your right to withdraw consent — When we use consent as our lawful basis
you have the right to withdraw your consent at any time.

You can find out more about your rights here.
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If you make a request, we must respond to you without undue delay and in any event
within one month.

To make a data protection rights request, please contact us using the contact details
at the top of this privacy policy.

12.0 How to complain

If you have any concerns about our use of your personal data, you have the right to
make a complaint to us at at hello@ircm.org.uk.

You also have the right to lodge a complaint with the Information Commissioner’s
Office (ICO), the UK supervisory authority for data protection issues.

The ICO’s address:

Information Commissioner’s Office
Woycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Helpline number: 0303 123 1113

Website: https://www.ico.org.uk/make-a-complaint
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Annex 1

The main third parties used by IRCM and their respective privacy policies are as
follows:

e MailerLite

e Fortesium

e GoCardless

e LinkedIn

e Microsoft

e Wordpress

e X (formerly Twitter)
e Xero

e Rowleys
e Stripe

e Zoom

e EF Karisto

Version Date Amendments
1 21/03/25
1.1 14/04/26 Updated to improve clarity and
transparency, including the
addition of sections on children’s

data, automated decision-making,
data security measures, and
clarification of lawful bases and
regulatory processing activities.
Updates made to third party
suppliers and CPD accreditation
service information included.

Review date: April 2027
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