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ASHURST WOOD VILLAGE CENTRE 
20-24 Maypole Road, Ashurst Wood, RH19 3QN 

Charity No. 277827 
 

Privacy Notice 
 

Introduction 
This Notice explains how we (the Trustees of Ashurst Wood Village Centre) will comply 
with the Data Protection Act 2018, the European Data Protection Regulation (GDPR) and 
other relevant UK legislation when collecting and using personal data.   

Data Protection Principles 
The GDPR states that personal data must be:  

• processed lawfully, fairly and transparently; 
• used for a specified, explicit and legitimate purpose and for no other purpose;  
• adequate, relevant and limited to what is necessary for a specific purpose; 
• Accurate and kept up to date; 
• Kept for no longer than is necessary, and storage must be safe and secure; 
• Processed in a manner that ensures appropriate security and protection. 

Definition of personal data 
This means any information about a living individual from which they can be identified, 
either directly or indirectly. Examples of personal data include names, addresses and 
photographs. 

Definition of processing 
This covers anything we do with personal data, whether or not by automated means, 
including collecting, recording, adapting, sharing, publishing, storing or destroying it. 

Types of personal data we collect 
We need to collect information from you if you hire the hall or request information from 
us, or if you are a contractor, volunteer, employee or Trustee. This information may 
include:  

• Contact Information such as names, addresses, dates of birth, phone numbers, 
email addresses.  

• Photographs taken at events in the hall.  
• Financial Information such as bank account details.  

How we use personal data 
We will use personal information for some or all of the following purposes: 

• To respond to queries and correspondence. 
• To provide information about our facilities and services. 
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• To manage hall bookings. 
• To meet our legal and regulatory obligations, including sending reports to the 

Charity Commission.  
• To collect or make payments, including return of deposits. 
• To maintain our accounts and records. 

Lawful basis 
We must have a lawful basis for collecting and using your personal information. This will 
be one or more of the following:  

• Consent - you have given your consent.  
• Contract – we need to collect or use your information to enter into or carry out a 

contract with you.  
• Legal obligation – we have to collect or use your information to comply with the 

law.  

Who will see your personal data 
• Personal information will only be shared with those Trustees, contractors, 

volunteers and staff who require it in order to manage and perform contracts for 
hire of the hall or for goods and services, or with any organisation we are legally 
obliged to share it with. 

• Personal information about Trustees will be shared with the Charity Commission.  
• We will never share personal information for marketing or sales purposes. 

Storing personal data 
We will ensure that your information is protected from unauthorised access. Personal 
data may be held on Trustees’ own computers and devices. Hard copy documents are 
held by nominated Trustees. 

How long we keep personal data 
We will not hold your data longer than is necessary to provide our services or meet legal 
obligations. 

• Email correspondence with the booking secretary is deleted promptly. 
• Hire agreements are generally destroyed after 12 months. 
• Documentation which may be relevant to legal action by or against the Trustees 

will be retained for as long as is legally necessary. 
• Trustee, contractor and volunteer personal information will be retained as long as 

necessary for the duration of service.  
Once documents containing your information are no longer needed, they will be securely 
and confidentially destroyed.  

Cookies 
Cookies are small files that a website places on your hard disc to enable additional 
features of the website to work. Currently no cookies are used on our website, so no 
warnings regarding user consent will be seen when you visit the site. 
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Your rights and your personal data 
You have the following rights with respect to your personal data: 

• To find out if we hold any personal information about you by making a subject 
access request. 

• To ensure that the information we have about you is accurate, and to have it 
amended if it is not. 

• Under certain circumstances you can request that we erase the personal 
information that we hold about you. This may not be possible if we need to keep it 
to comply with a legal obligation.  

• If you have given us your consent to the processing of your personal data, you can 
withdraw your consent at any time. This will not affect the lawfulness of any 
processing carried out before your consent was withdrawn, and will not affect the 
processing of personal data carried out under a different lawful basis. 

• To lodge a complaint with the Information Commissioner’s Office:  
Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.  
Telephone: 01625 545745 or 0303 123 1113 or email:casework@ico.gov.uk 

 

Contact details 
For further information, or to exercise any of your rights, you can contact us as follows: 
 
By post: The Trustees 
  Ashurst Wood Village Centre 
  20-24 Maypole Road 
  Ashurst Wood 
  East Grinstead RH19 3QN 
 
You may be required to confirm your identity in order for us to deal with your request.  
 

For more information 
https://ico.org.uk/for-the-public/ 
 

https://ico.org.uk/for-the-public/
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