Naphill Village Hall

Naphill Village Hall & Playing Fields Council
Data Protection Policy

1. Introduction and Purpose

1.1 The Trustees of Naphill Village Hall & Playing Fields Council are defined in law as Data
Controllers.

1.2 The purpose of this policy is to ensure compliance with the UK General Data Protection
Regulation (UK GDPR) and the Data Protection Act 2018. This legislation governs how personal
data is collected, used, stored, shared and disposed of. The policy also reflects relevant
amendments introduced by the Data Use and Access Act 2025.

1.3 Trustees recognise that the lawful and correct handling of personal information is
essential to maintaining trust and ensuring effective governance.

2. Definition of Personal Data

2.1 Personal data is any information relating to an identifiable individual, including (but not limited
to): name, address, contact details, date of birth, gender, family details, email addresses, CCTV
footage, financial information, and photographs of identifiable people.

2.2 The purpose of data protection legislation is to protect individuals from unauthorised access,
misuse, or loss of their personal data, which could result in identity theft, financial loss, or
reputational harm.

3. Our Commitment

3.1 We will inform individuals why their data is being collected. Personal data is used only for the
purposes of managing the hall, bookings, finances, governance, and any legal obligations. We will
not share personal data without the individual’s consent unless required by law. Access to personal
data is restricted to current Trustees.

3.2 Individuals whose data we hold have the following rights under UK GDPR:

The right to be informed

The right of access

The right to rectification

The right to erasure (where applicable)
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e The right to restrict processing
e The right to data portability (where applicable)
e The right to object

3.3 Where consent is used as a lawful basis, it will be freely given, specific, informed and
unambiguous. Consent can be withdrawn at any time.

4. UK GDPR Data Protection Principles

We comply with the seven principles of UK GDPR:

Lawfulness, fairness and transparency — Data is processed lawfully and openly.
Purpose limitation — Data is collected for specified, explicit and legitimate purposes.
Data minimisation — Only data necessary for the stated purpose is collected.
Accuracy — Data is kept accurate and up to date.

Storage limitation — Data is retained only for as long as necessary.

Integrity and confidentiality — Data is kept secure.

Accountability — We are responsible for demonstrating compliance.
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5. Responsibilities

5.1 The Council is not required to appoint a Data Protection Officer. The Trustee with responsibility
for Data Protection is the Secretary.

5.2 The Treasurer is responsible for renewing the Council’s ICO registration (Ref: ZA011475).
5.3 All Trustees must store personal data securely, including:

e Paperwork kept in locked storage

e Password-protected devices

¢ Up-to-date antivirus and malware protection

5.4 Trustees must only use personal data for the purposes listed in Appendix A.

5.5 Trustees are aware that personal data may include emails sent from personal accounts relating
to Village Hall business. Trustees may request a dedicated xxxxx@naphillvillagehall.org.uk email
address.

6. Privacy Statements

6.1 General Privacy Statement

The Council uses personal data for managing the hall, bookings, finances, suppliers, volunteers,
fundraising events, and governance. Retention periods:

e Financial records: 7 years
e General correspondence and non-financial data: 1 year
e Minutes containing names: retained indefinitely as part of the historical record

Individuals may request access to their data by contacting: secretary@naphillvillagehall.org.uk

6.2 Website and Cookies
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Our website does not use cookies and does not collect any information about visitors for analytics,
tracking or marketing purposes. No personal data is stored or accessed on your device when you
visit our website.

6.3 Hall Bookings

Our online booking system allows users to choose whether their name, email and telephone
number are displayed publicly. If details are made public in error, the Lettings Secretary can amend
the privacy setting.

6.4 CCTV

CCTV operates 24/7 for crime prevention and protection of premises. Footage is retained for
approximately 28 days unless required by police.

6.5 Trustee Details

Trustee names are published on the website. Personal contact details are not published. Minutes
will include Trustee names but no other personal details; additional details will be redacted before
publication.

6.6 Accident Book

Accident records containing personal data are removed from the Accident Book and stored
securely.

7. Trustee Use of Email
7.1 Emails relating to Village Hall business contain personal data and fall within this policy.
7.2 Trustees may request a dedicated xxxxx@naphillvillagehall.org.uk email address.

7.3 Emails that form part of the official record must be saved to a Village Hall folder or printed and
stored securely.

7.4 Emails no longer required must be permanently deleted from inbox and deleted items.

8. Telephone Calls
8.1 Personal information must not be disclosed unless the caller’s identity is verified.
8.2 If unsure, request the caller to put their request in writing.

8.3 If impersonation is suspected, take details and contact the individual directly.

9. Data Breaches
A data breach is any loss, unauthorised access, disclosure or alteration of personal data.

e Breaches that pose a risk to individuals must be reported to the ICO (0303 123 1113) within
72 hours.
e All breaches must be reported internally to the Chairman.
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o A Data Breach Log will be maintained.

Trustees must report theft or loss of any device or paperwork used for Village Hall business.

10. Subject Access Requests (SARSs)
Individuals may request access to their personal data.

Requests should be forwarded to the Secretary.
Responses will be provided within one month.

Proof of identity may be required.
SARs are normally free of charge.
Individuals may raise data
protection concerns with the
Secretary, who will coordinate an
internal response before escalation
to the ICO.

This policy has been approved by the
Council at its meeting on !st June 2026

Date for next review: June 2028

This may be extended by two months for complex requests.

Appendix A — Schedule of Personal Data Held by Village
Hall Trustees
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