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Introduction 

We are committed to a policy of protecting the rights and privacy of individuals. 

We need to collect and use certain types of data in order to manage Warleggan 

Jubilee Hall. This personal information will be collected and handled securely. 

The Data Protection Act 1998 (DPA) and General Data Protection Regulations 

(GDPR) govern the use of information about people (personal data). Personal 

data can be held on computers, laptops and mobile devices, or in a manual file 

and includes email, minutes of meetings and photographs. 

The Warleggan Jubilee Hall Trust is a charitable incorporated organisation 

(charity no. 1166176) and will remain the data controller for the information 

held. The Warleggan Jubilee Hall Trust and designated volunteers are personally 

responsible for processing and using personal information in accordance with the 

Data Protection Act and General Data Protection Regulations (GDPR).  The 

Trust’s members and designated volunteers will therefore be expected to read 

and comply with this policy. 

Purpose 

The purpose of this policy is to set out Warleggan Jubilee Hall Trust’s 

commitment and procedures for protecting personal data. The Trust members 

regard the lawful and correct treatment of personal information as very 

important to successful working and to maintaining the confidence of those with 

whom we deal. We recognise the risks to individuals of identity theft and 

financial loss if personal data is lost or stolen. 

The following are definitions of the terms used in this Policy: 

Data Controller – the Trust members who collectively decide what personal 

information to hold and how it will be used. 

Act means the Data Protection Act 1998 and General Data Protection 

Regulations – the legislation that requires responsible behaviour by those using 

personal information. 

Data Subject – the individual whose personal information is being held or 

processed by Warleggan Jubilee Hall Trust, for example by a hirer or event 

attendee. 

Explicit consent – is freely given, specific agreement by a Data Subject to the 

processing of their information about him / her. 
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Processing – means collecting, amending, handling, storing or disclosing 

personal information. 

Personal Information – information about living individuals that enables them 

to be identified – e.g. names, addresses, telephone numbers and email 

addresses. 

How we collect personal information 

Directly from potential hirers when they make enquiries or an application to hire 

Warleggan Jubilee Hall, via an application form, email and / or verbally 

Directly from individuals, or from someone else on their behalf, in connection 

with events organised by, or on behalf of the Warleggan Jubilee Hall Trust. 

Directly from individual Traders who carry out work at Warleggan Jubilee Hall 

(providing personal information not in the public domain). 

Types of information we collect 

Contact information including email address(es), telephone numbers and postal 

address(es); 

Financial information for the payments of hire charges; 

Certain other information which is volunteered when making a booking to hire 

the hall, or to participate in or attend an event. 

How we use personal data 

The Personal Data provided to us is for the purpose of managing the hall, its 

hiring and finances, including the organising and running of events. 

The Personal Data provided to us will not be disclosed to any third party. 

How long we will keep personal data 

Personal data will only be kept for as long as necessary to fulfil the operational 

needs for which it was collected. Data may be retained for up to 7 years for 

accounts purposes and for longer where required by the hall’s insurers.  

How we store personal data 

All paper files containing Personal Data are stored securely and any PCs, laptops 

and tablets that contain Personal Data are appropriately password protected at 

all times.   
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Correcting data 

Individuals have a right to request access to their Personal Data by making a 

Subject Access Request (SAR). This enables the individual to find out whether 

the Warleggan Jubilee Hall Trust holds their Personal Data, where and what it is 

used for and to have the data corrected, where inaccuracies are identified.  If 

necessary wrong information can be blocked or erased and if applicable 

processing can be prevented.  Anyone wishing to make a SAR to access their 

data held by Warleggan Jubilee Hall Trust should contact the Warleggan Jubilee 

Hall Trust Secretary (contact details are available on the Warleggan Parish 

website and the Charity Commission website). A fixed fee currently of £10.00 is 

payable. Any SAR will be dealt with within 30 days. Steps will be taken initially 

to confirm the identity of the individual making the request before providing any 

information. For the purpose of identification, photo identification will be 

required, such as a passport and for confirmation of address a recent utility bill, 

bank or credit card statement.   

In summary the principal rights of individuals under data protection law are: 

(a) the right to access; 

(b) the right to rectification; 

(c) the right to erasure; 

(d) the right to restrict processing; 

(e) the right to object to processing; 

(f) the right to data portability; 

(g) the right to complain to a supervisory authority; and 

(h) the right to withdraw consent. 

The Warleggan Jubilee Hall Trust will be responsible for ensuring that this policy 

is implemented and that the rights of individuals are fully understood and 

actioned.  


