Topcliffe & Asenby Village Hall

Reg. Charity No. 1003803

Policy Document No. 10: GENERAL DATA PROTECTION REGULATION (GDPR) & PRIVACY POLICY

This policy document explains how the Trustees handle and uses data collected from various
sources, including individual Trustees, hirers, users and the wider public.

Trustees collect data to keep in touch with hirers, users and the wider public to keep them apprised
of Village Hall activities, to make bookings for the hall, and to identify ways in which the Village Hall.
Can be supported.

How we collect information

We obtain information when hirers and users provide it to us in making a booking, or when they
contact us for any reason. The legal basis for collecting and processing personal data is the receipt of
consent, where this has been provided, and otherwise our legitimate interest.

The type of information collected

The personal information we collect may include names, addresses, telephone numbers, email
addresses and dates of birth. It can also include how to connect with hirers and users via social
media.

How is information used
We may use information to:

e process hire charges and any donations made.

e circulate information relating to the Village Hall’'s work and objectives, which may include an
appeal for donations if necessary to support and maintain the hall.

o seek views or comments on matters falling within the Village Hall’s objectives.

e enable trustees to complete the Gift Aid tax rebate submission to HMRC.

e distribute materials relevant to our objects provided to us by councils or by other
organisations that we make links with.

o fulfil our obligations to the Charity Commission and other statutory bodies.

trustees review the retention periods for personal information on a regular basis. They are legally
required to hold some types of information to fulfil their statutory obligations (for example the
details relating to Trustees and the collection of Gift Aid). They hold hirers and users personal
information on their bookings system for as long as is necessary for the relevant activity.

Who has access to your information?

e The Trustees and the Bookings Administrator (if not a member of the committee).

e Hallmaster Limited, an external company, which is contracted to store and process data
relating to hall hire in order to help with our bookings operations. As contractors, Hallmaster
is required by law to protect your information. Their privacy policy is available on their
website www.hallmaster.co.uk
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We will not sell or rent collected information to third parties, nor share information with them,
however we may have to share personal data when required to do so by government or in response
to legislation.

Checking or amending your information

The accuracy of information we hold is important to us. Changes of email address, or of any other
information we hold, can be reported at tavhcl@gmail.com or in writing to the Chair, Topcliffe &
Asenby Village Hall, Front Street, Topcliffe YO7 3RJ.

Any hall user can check and update their personal details by logging in to their Hallmaster account.

Hirers and users have the right to ask for a copy of the information the Village Hall holds about them
but we may need to request further information to confirm an enquirer’s identity and confirm the
right to access information.

Anyone who is concerned about the way in which the Village Hall Committee deals with their private
information may complain to the Information Commissioner via their helpline on 0303 123 1113 or
website at https://ico.org.uk/for-the-public/official-information/

Website and Internet

When hirers or users give us personal information, we take steps to ensure that it’s treated securely.
Non-sensitive details (email address etc.) are transmitted normally over the Internet, and this can
never be guaranteed to be 100% secure. Once we receive personal information, we make our best
efforts to ensure its security on our systems.

Our website presence is part of Topcliffe Parish Council’s website, which contain links to other
websites run by other organisations. This privacy policy applies only to our specific pages on that
website, so you are encouraged to read the privacy statements on any other websites you visit. We
cannot be responsible for the privacy policies and practices of other sites even if you access them
using links from our website/pages. In addition, if you linked to our website pages from a third-party
site, we cannot be responsible for the privacy policies and practices of the owners and operators of
that third party site and recommend that you check the policy of that third party site.

Data Compliance Representative

The Village Hall Committee’s Data Compliance Officer is Helen Fothergill who can be contacted at
tavhcl@gmail.com
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