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1. Introduction
Bilbrough Village Hall (“BVH”) is committed to protecting the privacy and personal data of all individuals it deals with. This includes hall hirers, event attendees, volunteers, contractors, trustees and members of the public.

BVH processes personal data in order to manage the running of the village hall, including bookings, payments, staffing, safeguarding, health and safety, fundraising and community events. BVH will handle all personal data lawfully, fairly and transparently, in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

2. Who we are
The Bilbrough Village Hall Trustee Committee is the Data Controller and is legally responsible for ensuring that personal data is processed correctly.

Contact for all data protection matters:  Bilbrough Village Hall Trustee Committee

3. What personal data we collect
We may collect and hold the following types of personal data:
· Names, addresses, email addresses and telephone numbers
· Booking and payment information
· Records of hall use
· Volunteer and trustee records
· Health and safety and accident records
· Safeguarding information
· Correspondence via email, website forms or booking systems
· CCTV images

4. Lawful bases for processing
BVH processes personal data under the following lawful bases:
· Contract – to manage hall bookings and payments
· Legal obligation – for accounting, health & safety, safeguarding and employment law
· Legitimate interests – to run the hall, manage events, prevent misuse and protect property
· Vital interests – where required for someone’s safety
· Consent – only where required, such as for optional mailing lists

Special category data (such as health or safeguarding information) is processed only where necessary and permitted under UK GDPR.
5.CCTV
CCTV cameras are installed within BVH for the purpose of security and the prevention and detection of crime.

The system is configures so that cameras are only actively recording when the alarm system is triggered.  CCTV is not used for routine monitoring of hirers or visitors during normal use of the hall.

Access to CCTV footage is strictly limited to authorised members of the Trustee Committee and will only be reviewed where necessary, such as in response to a security incident.

Appropriate signage is displayed on site to inform users that CCTV is in operation.

6. How data is collected
Personal data may be collected via:
· Lemon Booking
· Website contact forms
· Email, phone or written correspondence
· Paper records (eg accident book)
· CCTV 

Bilbrough Village Hall uses LemonBooking to manage hall bookings and payments. LemonBooking acts as a data processor on behalf of Bilbrough Village Hall and processes personal data only in accordance with our instructions and applicable data protection law.  LemonBooking has its own privacy and security measures in place to protect personal data.

7. Data sharing
Personal data may be shared only where necessary, including with:
· Local authorities
· Insurers
· Accountants
· Emergency services
· Regulators or funders

Data is never sold or used for unrelated purposes.

8. Data retention
BVH retains personal data only as long as necessary:
	Record type
	Retention

	Financial & booking records
	7 years

	Accident & safeguarding records
	As required by law and insurers

	Volunteer & trustee records
	Up to 7 years after leaving

	CCTV
	Normally 30 days unless needed for investigation

	Minutes & legal documents
	Indefinitely



9. Data security
BVH uses appropriate technical and organisational measures to protect personal data, including:
· Password-protected systems
· Restricted access to trustees and authorised volunteers
· Secure storage of paper records
· Safe disposal (shredding / secure deletion)

910. Individual rights
Individuals have the right to:
· Access their data
· Have incorrect data corrected
· Request deletion (where applicable)
· Restrict or object to processing
· Complain to the ICO

Requests should be made to the Trustee Committee and will be responded to within one month.

11. Data breaches
Any data breach must be reported immediately to the Trustee Committee. Serious breaches will be reported to the ICO within 72 hours where required.

12. Trustee, staff and volunteer responsibilities
All trustees, staff and volunteers must:
· Only access data needed for their role
· Keep data secure
· Not disclose data improperly
· Report any data loss or breach immediately

Failure to follow this policy may lead to removal of responsibilities.
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