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MARDEN MEMORIAL HALL 
PRIVACY NOTICE

Marden Memorial Hall is a charitable body (Charity No. 1084260) consisting of 10 Trustees (volunteers) and 3 employees.
(MMH has use of the Parish Council Meeting room for meetings and for a base for the Facilities Manager – the FM has a locked filing cabinet for paperwork).

PERSONAL DATA HELD:
Marden Memorial Hall holds the following personal data:

Trustees 
	Names - held for other Trustees, Facilities Manager, Caretaker, Charity 		Commission information and for bank
	Addresses - held for Charity Commission information and for bank
	Date of birth - held for Charity Commission information and for bank
	Email address – held by other Trustees, Facilities Manager, Caretaker and 		Cleaner
	Landline/mobile number – held by other Trustees, Facilities Manager, 			Caretaker and Cleaner

Staff:
	Names - held by Trustees and other staff members
	Addresses – held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet), held by HMRC for payroll, Unity Bank 		(Facilities Manager)
	Date of birth - held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet), held by HMRC for payroll, Unity Bank 		(Facilities Manager)
	Email address held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet).  All staff have designate Memorial Hall 		emails addresses.
	Landline/mobile number – personal numbers held by Treasurer in personal 		file (stored in 	Marden Parish Council metal filing cabinet) (Facilities 		Manager and Caretaker have designated Memorial Hall mobiles).  		Cleaner’s mobile is also known by Caretaker and Facilities Manager.
	Bank details held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet)
	Next of kin details held by Treasurer in personal file (stored in Marden 			Parish 	Council metal filing cabinet)
	Salary details held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet) for payroll purposes.
	Tax code held by Treasurer in personal file (stored in Marden Parish 			Council metal filing cabinet) for payroll purposes
	Medical details held by Treasurer in personal file (stored in Marden Parish 		Council metal filing cabinet) in case of injury, accident etc.

Job Applicants (unsuccessful): held by Treasurer (stored in Marden Parish 		Council metal filing cabinet) for six months after the interviews
	Names 
	Addresses
	Email address
	Landline/mobile number
Other:
	Invoices (to be kept for 6 years)
		Business address if working from home 
		Individual names
		Individual landline/mobile numbers

	Contacts (Bookings/Hire Agreements): (to be kept for 6 years)
		Names
		Addresses
		Email addresses
		Landline/mobile numbers
	 
WHAT HAPPENS TO THE INFORMATION:
· Trustees details are held securely in the Parish Office and only accessible by other Trustees – personal data destroyed when no longer a Trustee.   However Charity Commission forms are kept indefinitely
· Employees details are held securely in the Parish Office and only accessible by HR Sub-Committee members, Secretary and Treasurer.  Files are kept during the duration of the employment and for 6 years following resignation/retirement. Information is used for salary/pension information, for corresponding purposes and in the event of an emergency.
· Job applicants:  unsuccessful application forms received following employment advertisements will be held securely in the Parish Office for six months following the successful appointment.
· Invoices:  Invoices are currently kept in payments file for financial year plus one.
· Contacts:  The Memorial Hall retains details of email addresses and telephone numbers of anyone who contacts the Memorial Hall – individuals are requested to inform the Memorial Hall if they positively wish to “opt-in” for their details to be kept on file by the Council to enable future correspondence to be undertaken.
· Bookings/Hirers:  Hiring forms are completed by individuals and kept for six years. Name and mobile number is available to the Facilities Manager and Caretaker for access purposes.  Name only is on the diary bookings passed to Trustees, Caretaker and cleaner.
Details are also kept indefinitely on the booking software (Access only by Facilities Manager and Treasurer)

PROCEDURE
The Memorial Hall, in requesting the individual to consider “opting-in” will agree to:
· Explain the different ways in which the individual’s personal data will be used;
· Provide a clear and simple way for individuals to indicate that they agree to different types of processing.
· Individuals will be given the opportunity for the personal data to only be used for specific purposes.
· Information will not be passed to a third party without receiving further permission from the individual.



DISPOSING OF PERSONAL DATA
Individual’s have rights to how their information is held and used.  Which are:
The right to be informed:
The right of access;
The right to rectification;
The right to erasure;
The right to restrict processing;
The right to data portability;
The right to object; and
The right not to be subject to automated decision-making including profiling

On receipt of a request, in writing, from an individual to delete their personal data the reasons will be addressed and if information is no longer required this will be deleted from the system (any electronic references will be deleted/hard copies will be shredded).
If the Memorial Hall wishes to retain their information (ie for salary/pension purposes etc) this must be put in writing to the individual explaining in detail the reasoning behind this request.

For Information:
Data Controller:  Trustees
Data Processor:  Facilities Manager, Caretaker, Marden Parish Council
Data Protection Officer: To be confirmed





	

	Facilities Manager Email:mardenmemorialhall@yahoo.co.uk Treasurer Email: treasurermmh@yahoo.com
Secretary Email: secretarymmh@yahoo.com
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