Daglingworth Village Hall

Charity No. 301515
Privacy Policy

Introduction

We need to collect and use certain personal information in order to carry on our work of
managing Daglingworth Village Hall. We are also committed to protecting the rights and
privacy of individuals. This statement sets out what information we collect and why;,
how we use, store and protect it, and what data protection rights you have. It may be
read alongside our overall Data Protection Policy.

Our Contact Details

Daglingworth Village Hall
Overley Road
Daglingworth

GL7 7AE

www.daglingworthvillagehall.com

Any questions regarding your personal data please contact:
chair@daglingworthvillagehall.com

Information we collect and how we use it
The information we collect and process falls into the following categories:

Bookings Data

Name and contact details (e.g. postal address, email, telephone) are supplied by the
prospective hirer via our online booking form on our website. Details of event purpose,
reason for hire and details of the size of the event are also collected. The information is
used to manage bookings and maintain contact with prospective hirers.

For all bookings the date, time and name of the hirer will be displayed on our calendar to
manage hall booking availability. Private events contact details will not be displayed.
Public events (e.g. fundraising, club/group meetings, fithess classes) may be displayed
on our website activities page and will show details and contact information.

The lawful basis for processing this data is that we are entering into a Contract with the
hirer for facilities they wish to book.
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General Enquiries

Contact details (hame, email, telephone) and nature of the enquiry are supplied by an
enquirer via our online Contact Us form on our website. This information is used to
communicate with an enquirer to answer any queries that cannot be answered by our
online calendar and booking form.

The lawful basis for processing this data is consent.

Details for Promoting Village Hall Events and Activities

Name and email details only. These will be provided by individuals who have explicitly
consented to be on the distribution list. The information will be used as the basis for
keeping in touch with hall users and supporters.

The lawful basis for processing this data is consent.

Trustee Data

Name, contact details (address, email, telephone), and date of birth. We are required by
law to notify the Charity Commission of these details. We also need to maintain
effective communication with trustees.

The lawful basis for processing this information is consent and legal compliance.

Bank Details

Account Name, account number sort code. This information is only collected and used
with explicit consent for the direct payment (from the hall’s bank account) of bills

(againstinvoices) or refunds (against receipts).

The lawful basis for processing this data is consent and to enable us to complete a legal
obligation.

Supplier Data

Name, address, telephone and email address as provided by the supplier or as obtained
from publicly available sources. The information is used to help communicate with
appropriate suppliers for the purchase of goods or services.

The lawful basis for processing this data is that we may be preparing to enter into a
contract for the purchase of those goods and services.
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Club/Group Data

Name of group, club or organisation and purpose, activities covered. Also, relevant
contact details (e.g. name, club/group name, email, telephone). This information is
provided by groups and clubs who wish for the hall to ‘market’ their activities via our
website or newsletters etc.

The lawful basis for processing this data is consent.

Disclosure of Data

We will only disclose information to third parties or individuals when obliged to by law,
for purposes of national security, taxation and criminal investigations, and the following
situations.

e Bookings’ data may be shared with another Trustee (normally Enquiries
Secretary, Bookings Secretary, Treasurer or Chair) for confirmation of booking,
processing of invoices, meet/greet of hirers, payments reconciliation, debt
follow up/agreements.

e Supplier details may be shared within the committee, e.g. when considering
tenders/quotations and also to bodies where we may be applying for grant
funding.

e Bank details will be shared (normally between Treasurer, Chair, Enquiries
Secretary and Booking Secretary) in order to approve payment through the hall’s
bank account (two signatures required).

e Trustee data is shared with the Charity Commission as this is a legal
requirement.

e Some documentation will be held in ‘cloud’ storage. The data is private and only
accessible by the Chair, Treasurer, Enquiries Secretary, Booking Secretary and
Trustees for the smooth running of the village hall.

e Where individuals have expressly given consent for their information to be
shared. We do not, and will not sell any personal data.

This Policy will be formally reviewed no less than biennially.
Date adopted by the Management Committee: 07/01/2025

Date last reviewed: 01/2025
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