[image: ]
Registered Charity No 223015

Cononley Village Institute DATA PROTECTION POLICY

This data protection policy sets out our commitment to protecting personal data and how we implement that commitment with regards to the collection and use of personal data.

We need to collect and use certain types of Data in order to carry out our work of managing Cononley Village Institute (CVI) and related services for venue hire and maintenance, event advertising and our obligations as a registered charity. Hirers and users of the hall are required to consent to this policy and data usage.  
The Data Protection Act 1988 (DPA) and General Data Protection Regulations (GDPR) govern the user of information about people (personal data). Personal data can be held on computers, laptops and mobile devices, or in as manual file, and include e-mail, Minutes of meetings and photographs. Personal information must be collected and handled securely.
Privacy & Data Usage Policy
CVI uses personal data for the purposes of managing the hall, its booking process and financial management, loan of CVI equipment, running and marketing events at the Institute, staff employment and fund raising activities. In delivering such, CVI may use volunteers and third party services / platforms (such as our website, eBay/PayPal, social media etc) for which we use best practice on a reasonable endeavours basis.

Personal Data (name, address, contact details) that is collected and retained  includes:
· CVI volunteers, regular hirers and members of the CVI Advisory Committee
· Contact information when you make a booking to use our facilities. 
· Contact information when you request a thermal camera or borrow other CVI equipment
· Contact information when you register your interest and are involved in an event at Cononley Village Institute such as an entry into Scarecrow festival
· Additional information may be required for children’s activities including date of birth, medical issues and parental consent
· When you supply goods or services to us. 
· Data may also collected when you visit our Facebook Page or use this Website, this information is not held by us. 
 
Data may be retained for accounting and insurance purposes.

Booking forms will be retained by the Booking Officer (caretaker) before being passed to the Treasurer for financial administration.  

Specific event entries and consent forms will be stored by the Secretary. 

Any documents with sensitive personal data (relating to financial data or children) will be destroyed 40 days after the event.
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