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Introduction 
This policy outlines how our village hall collects, uses, protects, and manages personal data, to comply with the General Data Protection Regulation (GDPR) and maintain the trust of all community members, volunteers, hirers, and visitors. 
1. Purpose of the Policy 
The purpose of this policy is to ensure that all personal data handled by the village hall is managed legally, ethically, and transparently, and that everyone understands their roles and responsibilities regarding data protection.
2. What Personal Data We Collect 
We may collect and process the following categories of personal data:
 ● Names, addresses, phone numbers, and email addresses of hirers, members, and volunteers 
● Booking information for hall hires 
● Membership lists for clubs or regular activities 
● Accident and incident records
 ● Photographs taken at events (with consent) 
● Mailing list details for newsletters and updates (not in use currently)
3. How We Use Personal Data
 We use personal data to:
 ● Manage bookings and communicate with hirers 
● Administer memberships and organise activities
● Send newsletters and event information, with consent (not in use currently)
 ● Meet legal and insurance requirements 
● Promote events (only with permission for photos) 

4. Legal Basis for Processing 
We process personal data on the following bases: 
● Consent (for newsletters, photography, marketing) 
● Contractual necessity (to manage bookings and memberships) 
● Legal obligation (e.g., health and safety records)
 ● Legitimate interests (to manage and improve hall services) 
5. How We Keep Data Safe 
● Paper records are stored securely under lock and key
● Electronic data is password protected and access is restricted to authorised trustee members only 
● Data is only retained as long as necessary
● Regular reviews are conducted to ensure up-to-date and accurate data 
6. Sharing Personal 
 We do not share personal data with third parties except where necessary for: 
● Legal compliance (e.g., disclosure to authorities) 
● Providing services (e.g., third-party booking platforms, with data processing agreements in place) We never sell personal data. 
7. Individual Rights 
All individuals have the right to:
● Be informed about how their data is used 
● Access their personal data 
● Request correction or deletion of inaccurate data 
● Withdraw consent at any time (for mailing lists or photography) 
● Object to or restrict certain types of processing 
● Complain to the Information Commissioner’s Office (ICO) if they believe their data has been mishandled 
8. Data Breaches 
Any suspected or actual data breach will be reported to the committee and, where required, to the ICO within 72 hours. We will inform affected individuals as appropriate. 
9. Review of Policy 
This policy will be reviewed annually by the trustees or upon significant change to GDPR or our activities. Contact For all data protection queries, requests, or concerns, please contact the village hall trustees RoydonVillageHall@gmail.com
 Further guidance on data protection can be found on the Information Commissioner’s Office (ICO) website.
10. Approval 
This policy was adopted by the Village Hall Committee on 11th May 2026 and will remain in force until the next scheduled review. 
Signed: 

Helen Reynolds

Position: Chairperson,
Village Hall Committee 
Date: 11/05/2026




