
Felton Village Hall Personal Information Data Protection Policy  

Purpose of the Policy

This policy enables the Trustees to pursue their aim of providing and maintaining a village 
hall for the use of inhabitants of Felton and the Neighbourhood. 

It ensures that all Trustees, those hiring the hall, club members, cleaners and those doing 
odd jobs are confident that information about them is collected, held, used and disposed of
properly

Legal Requirements

The policy will ensure the Trustees operate in accordance with the requirements of The 
General Data Protection Regulation (GDPR) May 2018 and the 8 Principles of Data 
Protection

Responsibility for Implementing the Policy

The Data Controller has overall responsibility for ensuring the policy is implemented.
The Data Processor has significant responsibility for implementing the policy.
All Trustees collecting, holding and using personal data for the management of the Hall are
responsible for acting within the policy.

People affected by the Policy

All Trustees, Hirers, Club 200 members, Film Club members, Cleaner, Odd Job Volunteers

Monitoring and Review

The Data Controller is reponsible for monitoring and reviewing the policy supported by the 
Officer with responsibility for Policies

Monitoring of the policy will be led by the Data Controller, by an item on every agenda, 
checking the need to any changes to the Data Audit, and when data has reached its time 
limit and has been destroyed. 

The review will be presented to the Trustees as a report containing:
 any legislative changes and how the policy has been changed as a result
 any reported data breaches, action taken and outcome
 a report from the Data Processor that all hirers have given consent to the use of 

their data
 a statement that all trustees with responsibility for personal data have declared that 

it has been and is being handled in accordance with the Data Audit and this policy
 any other changes to the policy found to be necessary

This policy will be reviewed annually. The next review is due in January 2023.

This policy was adopted on October 5 2020
 
Signed

Eileen Cameron Chair

Felton Village Hall Personal Information Data Protection Policy                July 2022                          
1



The 8 Principles of Data Protection

 Know what personal data is. 

 Only collect, store or use personal data if your group needs to do so for a clear, 
specific purpose. 

 Only collect, store and use the minimum amount of data you need for your purpose.
Don’t keep extra data if you don’t know why you need it, and don’t keep data that is 
no longer needed for a clear purpose. 

 Make sure the personal data you hold is accurate and kept up to date. 

 Make sure people know how to contact you if they want you to remove their data 
from your records. 

 Tell people what data you have about them if they ask you to, and remove it if 
requested. 

 Store data securely. 

 Be clear whether data belongs to your group or to you personally. Just because you
have access to contact details held by the group, doesn’t mean they are your 
personal contacts. 

Policy Statements

1. Data is collected for the purpose of managing and maintaining the Hall: hiring 
rooms, collecting fees, raising money and paying for services.

2. The Trustees will respond immediately to any changes in Data Protection legislation
to ensure that the policy remains up to date.

3. The Chair is the Data Controller and the Bookings Officer is the Data Processor.

4. The Data Controller will ensure that the trustees maintain an up to date Personal 
Information Data Audit. This sets out what information is collected, how it is stored 
and used, who has access to it, and when and how it is disposed of. As and when 
there is a need to collect and retain further personal information, how that should be
done will be agreed and the Data Audit will be updated.

5. This Audit will be reviewed by the Trustees annually to ensure it is factually correct 
and complete.

6. Trustees will store any personal data on paper under lock and key, and will ensure 
they have up to date firewall protection for any electronic data

7. Trustees with responsibility for personal data will declare annually that it has been 
handled in accordance with the Data Audit

8. The Data Controller will ensure new Trustees are aware of how their personal data 
is stored and used, and what data they are responsible for collecting and storing in 
line with this Policy.
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https://www.resourcecentre.org.uk/information/data-protection-for-community-groups/#storing
https://www.resourcecentre.org.uk/information/data-protection-for-community-groups/#removing
https://www.resourcecentre.org.uk/information/data-protection-for-community-groups/#access
https://www.resourcecentre.org.uk/information/data-protection-for-community-groups/#purpose
https://www.resourcecentre.org.uk/information/data-protection-for-community-groups/#personaldata


9. The Hiring Agreements for both Regular Users and One-Off Hirers have the 
relevant sections from the Data Audit attached so hirers can see how their data is 
used, kept, protected and destroyed. The signature on the Agreement covers the 
hirers' consent. 

10.The Auditor is given access to personal data electronically and on paper in order to 
audit the accounts. He / she will be asked to sign a declaration that the data will be 
protected in line with the act while in his / her safekeeping

11. When pictures of people are being collected to use for displays about the Hall, User
Groups contributing them will be asked to ensure all individuals included have given
permission for their images to be shown

12. If any Trustee is concerned there has or may have been a data breach, they will 
report it immediately to the Data Controller who will take advice on action

13. In the event of an issue or query relating to personal data, the Trustees will consult 
the online guidance provided by the Information Commissioner's Office

14.The Trustees will include Data Protection in their training programme.
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