
LITTLE WEIGHTON VILLAGE HALL
GENERAL DATA PROTECTION REGULATION

Who is the 
information about?

What type of 
information? Held by whom?

Legal basis for 
holding this 
information

Length of time this 
information is held Where stored

Trustees Names, addresses, 
dates of birth 

Treasurer, Charity 
Commission, Auditor

Required by Charity 
Commission.  Names 
of past Trustees 
would be required by 
Hallmark.

In perpetuity

In minute book in hall 
filing cupboard, on 
Treasurer’s home 
computer, on Charity 
Commission website, 
on ERVAS data files, 
on hall noticeboard.

Keyholders Names, addresses, 
telephone numbers Secretary

To make sure keys do 
not get lost and for 
insurance purposes

3 years
On Secretary’s home 
computer, in booking 
book

Hirers of the hall
Names, addresses, 
telephone numbers, 
e-mail

Secretary, on paper 
booking forms, 
Treasurer on e-mail

To keep in contact re. 
booking 
arrangements.  To 
send invoices.

7 years.  The 
accounts must be 
kept for 7 years.

In paper booking book 
at Secretary’s home, 
in online booking 
system (visible to 
Secretary only) and 
on Treasurer’s home 
computer

200 Club Members
Names and 
addresses, telephone 
numbers

200 Club organiser To collect money and 
issue prizes 7 years At organiser’s home

Users of the hall who 
have had an accident

Names, addresses, 
dates of birth Secretary

To report to committee 
to take remedial 
action

7 years In hall filing cupboard 
(locked)

Users Photographs Secretary

For interest to 
villagers and for 
publicity.  To be used 
only if given 
permission.  Old 
photographs are 
allowed if the subjects 
are dead.

In perpetuity
In hall filing cupboard 
(locked), on website, 
in pictures on the wall

Gardener, Cleaner, 
Caretaker

Names and 
Addresses, telephone 
numbers

Secretary, Treasurer

To pay self-employed 
workers.  To liaise 
over work to be 
carried out.

During period of work.
In hall filing cabinet, in 
Treasurer’s records, 
on Secretary’s phone.
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