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Easter Compton Village Hall is governed by is constitution.  In addition we have of a suite of policies in place to ensure safe and proper running of Easter Compton Village hall by the committee, regular groups, individual hires and everyone using the Halls.  Acceptance of this policy is part of the agreed contract taken out when hiring Easter Compton Village Hall.
The following policies exist

· Terms and conditions of individual event hire

· What’s included in the hire of the halls

· Alcohol statement

· Risk Assessment and Mitigation plan

· Health and Safety Plan

· Safeguarding policy

· Equality and Diversity policy
· Data protection & Social Media policy
· Complements and Complaints procedure
A copy of the constitution and up to date electronic copies all these policies are available on our web site, and a paper copy are kept by intruder the alarm panel

Data protection & Social Media policy

Issue A.  
Last reviewed January 2024

Easter Compton Village Hall is committed to a policy of protecting the rights and privacy of individuals.   We collect and use certain types of Data in order to carry on our work of managing our hall.  We endeavor to ensure that personal information is collected and handled securely.
Easter Compton Village Hall uses personal data for the purposes of managing the hall, its bookings and finances, running and marketing events at the hall, staff and volunteer employment, trustee documentation and its fundraising and social activities.  Data may be held for up to 7 years for accounts purposes, but data retention is regularly reviewed and when no longer required personal data will be deleted permanently from the village hall information systems.
Applying the Data Protection Act within the charity: Personal data held by Easter Compton Village Hall which falls within the scope of the Data Protection Act and General Data Protection Regulation is categorised below. We will ensure that the data is used only for the purposes described.  Access to personal information will be strictly limited to those trustees, staff and volunteers who require the information in order to discharge their responsibilities.
The information provided by hirers is held within the hall booking and accounting systems and is required to process bookings of the hall and associated payment.  Our lawful basis for collecting this information is to enable a contract to be drawn up between the hirer and us (the supplier), as requested by the hirer.
Information we require
· Name
· Address
· email address
· telephone numbers
· bank details (the latter only for bookings where deposits are repayable)
We use this information to communicate with the hirer to ensure that the booking and invoicing process can function efficiently.  Bank details are only requested and held to facilitate any refunds.  The information is held securely on systems which are user-ID and password protected.

We need to keep some personal data a period of 7 years to satisfy external accounting requirements. Other data will be deleted when deemed no longer required.
Full contact and certain personal details of all current trustees are held for the purposes of good administration and also to enable the completion of the annual return to the Charity Commission, which is required by law.  

Details about events and associated points of contact on website calendars, facebook and other media outlets: Any data in this category is only published with the full approval of the event sponsor, organiser or point of contact whose consent would therefore be deemed to have been given.

Our website uses Cookies to track, save and store information on the user’s computer about the user’;s interactions with and usage of the ECVH website.  Cookies allow the website to provide users with a more tailored experience.  No personal information is gleaned from them and users are advised that if they wish to deny the use and saving of cookies on the ECVH website on to their computer’s hard drive they should take the necessary steps within their web browser’s security settings to block all cookies from this website and its external serving vendors.
Social Media is used to support activities at the Village Hall and promote the social life of the community.  There is no intention to create private community groups or host discussion forums. Content is reviewed by those assigned by the Committee to social media and publicity.  They are responsible for ensuring content is up-to-date and relevant and are permitted to remove content.
Information contained in emails to the ECVH email address is held by the bookings manager and is treated the same as information provided by hirers above.
Village Hall Email Lists: We may at times maintain email lists of those who have expressed an interest in Village Hall activities or events in order to publicise events, fundraising activities and general news, and seek volunteers.  Anyone can request for their name to be added or removed at any time.

