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INTRODUCTION 
 
1. Lavendon Village Hall (“LVH”) processes or utilizes a limited amount of personal data, primarily 

to assist with handling queries, for taking hall bookings from Hirers, and to assist with follow-
up payments and general accounting. Like most other organisations, LVH is required to process 
any personal data in compliance with the new General Data Protection Regulation (the 
“GDPR”), which comes into force across all EU member states on 25 May 2018. 

 

2. The Trustees of Lavendon Village Hall are responsible overall for ensuring compliance with the 
GDPR and therefore require all members of the Lavendon Village Hall Management Committee 
(the “LVHMC”) and any volunteers who assist the Committee, eg including the Booking Clerk, 
to adhere to the principles and guidance set out in the remainder of this document. This policy 
guidance will be circulated annually or more frequently when appropriate. 

 

GDPR KEY PRINCIPLES 
 
3. The key principles underlying the handling of personal data are shown below. The Trustees of 

Lavendon Village Hall recognize some specific handling requirements, as given below. 
 

Principle 1: That data is used fairly, lawfully and transparently: Personal data must always be 
processed fairly and lawfully and with transparency at the forefront of all processing. 

 

Principle 2: Purpose Limitation: Personal data may only be collected for specified, explicit and 
legitimate purposes and must not be further processed in a manner that is incompatible with 
those purposes. 

 
Principle 3: Data minimisation: Personal data must be adequate, relevant and limited to that 
necessary for the purpose for which it is collected. 

 
Principle 4: Accuracy: Personal data must be accurate and, where necessary, kept up to date. 

 
Principle 5: Data retention: Data must be kept in a form that permits identification of 
individuals for no longer than is necessary. 
 
Principle 6: Data security: Personal data must be processed in a manner that ensures 
appropriate technical and organisational security of those data. 

 

LAWFUL PROCESSING 
 
4. The Trustees and Management Committee of Lavendon Village Hall will always seek to ensure 

that the reasons for handling personal data align with one of the lawful purposes for 
processing allowed under the GDPR. The key question to ask is: “why are we allowed to use 
this information?” For standard personal information such as names, addresses and contact 
details the answer should be one of the following: 
 

• LVH has an individual’s (eg Hirer’s) consent, evidenced by a clear and specific 
agreement to the processing 

 
• the processing is necessary for performing a contract to which the individual is party 
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• LVH is complying with a legal obligation 
 

• the processing is necessary to protect the vital interests of the data subject or another 
person (eg see para 5 below) 

 

• LVH is pursuing legitimate interests, except where those interests are overridden by 
the individual’s rights 

 

‘SENSITIVE’ DATA 
 

5. The Lavendon Village Hall Trustees recognize that there are categories of sensitive data for 
which extra caution must be taken, such as racial or ethnic origin, political opinions, genetic 
data and a variety of other sensitive data. Such information will not be held or processed by 
Lavendon Village Hall apart from essential matters of health or disability which, with the 
specific consent of the individual, would be relevant, e.g. in ensuring safe hall access or 
special/safe dietary provision.   

 

CONSENT 
 

6. As noted above, LVH recognizes that Consent is one way of lawfully processing personal data 
but is not suitable for all situations. Under the GDPR consent can always be withdrawn. Other 
provisions above may be a more appropriate and lawful basis for processing. LVH will normally 
seek consent from an individual to record a booking transaction. It is possible that once a 
booking is made, the individual might withdraw their consent to use their details leaving LVH 
without a record of the booking for proper annual accounting. In this case LVH will retain the 
personal data in order to fulfil the Hall booking contract with the Hirer and ensure there is a 
complete annual account for audit purposes. 

 

DOCUMENTATION AND PRIVACY 
 
7. LVH recognizes that the GDPR requires organisations to provide information to individuals 

about the processing of their data in a concise, transparent, intelligible and easily accessible 
way, using clear and plain language. This will usually be achieved through a notice available to 
the individual Hirer. The notice will include the following: 

 

• Identity and contact details (normally the LVH Secretary). 
 

• The legal basis for the processing. 
 

• Recipients of the data. 
 

• Retention period for which the data will be stored. 
 

• The individuals’ specific rights over their data and the right to withdraw their 
consent. 

 

• The right to complain to a supervisory authority (which, in the UK, is the 

Information Commissioner’s Office). 
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INDIVIDUALS’ RIGHTS 
 
 
8.  The GDPR indicates the following additional rights could apply for Hirer’s of the LVH: 

 

• Access to personal data: the right of individuals to access their personal data will, in 
general, be provided without charge and within a timeframe of one month. 

 

• Non-transfer of data: LVH will not make any personal data available outside of the 
Village Hall administration except to an official legal agency, eg to the Charity 
Commission, or where reasonable to a contractor engaged by the LVH to fulfil work 
related to an individual Hiring. 

 

• Right to object: Individuals have the right to object to their data being processed, 
(although this may result in LVH declining the hall hire contract). 

 

• Right to rectification: An individual may request LVH to rectify any inaccurate personal 
data about him/her without undue delay. 

 

• Right to erasure: An individual may request their personal data is erased without 
undue delay where the personal data are no longer necessary in relation to the 
purpose for which they were collected/processed; or where a data subject withdraws 
his/her consent and no other legal ground for processing applies. 

 

PRACTICAL IMPLEMENTATION OF THE ABOVE POLICIES 
 
9. LVH will adopt the following specific measures in respect of the GDPR: 
 

a. LVH will process minimal data for Hirers in order to form a booking contract; to deal 
with booking and accounting queries before and after contract; also, to retain 
sufficient accounting data to meet normal annual audit requirements. 

 
b. Only the following personal data will be processed for Hirers of LVH: name, address, 

one or more telephone numbers and one or more email addresses. Sensitive data will 
not be sought or utilized by LVH except for, e.g. material disability or dietary 
requirements, given with the specific consent of the Hirer. 

 
c. Consent for LVH to utilize the personal data of Hirers will normally be obtained via the 

booking form associated with the Hall Hire Terms & Conditions. Personal data may 
anyway be utilized and retained sufficient to meet legitimate hire contract and annual 
accounting requirements. 

 
d. Where consent is refused or withdrawn then LVH reserves the right to refuse hire of 

the hall. 
 
e. LVH will not utilize a supporter or membership database without introducing further 

personal safeguards in accordance with the GDPR. 
 
f. LVH will not pass personal data to any third party within the UK or abroad except 

where required to do so by an official organisation in compliance with any legal 
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requirements. However, with the consent of a Hirer, contact details may be passed to 
a contractor to facilitate an agreed hire arrangement, eg for catering or entertainment 
purposes.  

 
g. Monthly hall booking data will be only be distributed to members of the LVH 

Management Committee and volunteers in order to prepare and administer the hall 
facilities, eg for booking access and key management purposes, and for facilities 
control & maintenance.  

 
h. Booking information, including personal data, will not normally be retained beyond 

one year. Accounting data will be retained for a period that accords with general audit 
and HMRC requirements, as well as for good accounting practice and historical 
analysis, normally for a maximum of 7 years. 

 
i. The LVH Secretary (& Trustee) will act as a first point of contact (“Protection Officer”), 

details given below, for any individual Hirers who wish to access/review their data, or 
object to its processing or retention, or require its correction or erasure. Data access 
will be provided to individuals at no cost and within one calendar month.  

 
j. Initial booking data will be held in paper format and passed to the Treasurer for 

accounting purposes. The latter will be performed using a standalone computer and 
package not connected to the internet.  

 
k. With their individual consent, the Secretary will maintain a list of any LVH Committee 

members and associated volunteers for normal administrative purposes. The listing 
will include name, address and contact information, and will be made available 
between such members to facilitate contact when necessary.  

 
l. A copy of this policy will be made available on the Lavendon Village Hall web page as 

featured on the Lavendon Connection web site. 
 
m. This policy has been endorsed by the LVH Trustees and will be circulated to all 

Committee Members on an annual basis or whenever a change is made. 
 

POLICY REVIEW AND ENDORSEMENT 
 
10. This policy has been fully endorsed by the Trustees of Lavendon Village Hall. The policy will be 

reviewed every three years or when new legislation requires it. It will be circulated to 
Committee Members and others, as appropriate, annually. 

 
 
 
 
 

 
CONTACT: 
Secretary of Lavendon Village Hall:  
Nigel Stickells, email: nigel.stickells@btinternet.com 
URL:  www.lavendonconnection.co/home/village-hall/ 
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