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[bookmark: _heading=h.jtt9x2nblui9]Introduction
In accordance with the General Data Protection Regulation this document sets out the approach of The Haslemere Youth Hub (“the charity”) to the collection, use and management of the personal data of its employees, volunteers, hirers/users under the following headings:
· The data we collect and in what way
· How the data are stored and who has access to them
· Sharing the data
· Purpose for which the data are used
· Data removal and archiving 
[bookmark: _heading=h.hwqulelhywg4]The data we collect and in what way
Those engaged will be required to give the charity all personal information that enables them to be employed.   It will also include information required for the charity to be able to submit information to its pension provider and HMRC.   This is likely to include their full name, residential address, email address, contact phone number, date of birth, national insurance number. 
Volunteers are asked to give the charity their contact details, and those of an emergency contact.
Hirers/users of The Haslemere Youth Hub are asked to complete a hire agreement form and to supply name and email address, a residential address and telephone number.
The data are updated as the managers are made aware throughout the period of a hire (e.g. change of email or residential address).
[bookmark: _heading=h.ftfs1p91j4rs]How the data are stored and who has access to them
Only the treasurer of the charity has access to the personal data of those engaged.
Only the managers of The Haslemere Youth Hub have access to the personal data of volunteers.
Only the managers of The Haslemere Youth Hub  have access to the personal data of hirers/users of The Haslemere Youth Hub.
Hire agreement forms are filed and retained while they are current. 
[bookmark: _heading=h.apiy8mf8j03p]Sharing the data
Details of volunteers and hirers/users is shared solely between the managers.
Details of volunteers and hirers/users will not be shared with any third party unless legally obliged to do so.
From time to time it might be necessary to share the details of volunteers or hirers/users with a trustee, or trustees.  
Elements of the personal data of hirers/users (name and bank details) are shared automatically with The Haslemere Youth Hub bankers (CAF Bank) when payments/donations are made by cheque.
[bookmark: _heading=h.hxse9btiniqe]Purpose for which the data are used
The data are processed on the basis of legitimate interest.
The data relating to hirers/users are used primarily for contacting them about room hire.   It is occasionally used for disseminating information about The Haslemere Youth Hub and its activities.
The hire agreement form specifically asks hirers/users to opt out from receiving information from The Haslemere Youth Hub.
Data relating to volunteers are primarily used to contact them about time they can volunteer in The Haslemere Youth Hub.   

[bookmark: _heading=h.2zss1z6ypfr8]Data removal and archiving
A hirer/user who terminates their usage, or whose usage was a ‘one-off’ (e.g. a birthday party) is kept on The Haslemere Youth Hub’s system for two further years.
The data for a volunteer who ceases their time at The Haslemere Youth Hub will be kept for two further years.
If a volunteer or hirer/user does not return after these further two years their data is transferred to an archive file.   The archive file is used from time to time, and solely for the purpose of informing former volunteers/hirers/users of The Haslemere Youth Hub activities in which they might be interested.









Reviews:
November 2022 – Changed Miss Karen Musco to Mrs Karen Garland
                              Added last paragraph under ‘Purpose for which the Data are Used
                              Added last paragraph under Data Removal and Archiving.
March 2023           Added “those engaged” and “volunteers”. 
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