Facilities and Lettings
Privacy Notice (Your Personal Data)
What do we need?
Under the terms of Data Protection legislation, the Trustees of
Horley Baptist Church (“HBC”) is the “Controller” of the personal
data you provide to us. We only collect basic data and this does not usually include any special or
sensitive categories of data. It does, however, include names, addresses, telephone numbers, email
addresses and in some instances references. We may collect this data verbally, on paper, digitally
and through the use of CCTV.
Why do we need it?
We are collecting this information to enable us to provide, administer and promote the rooms and
facilities that we have for hire, to fulfil our legal responsibilities towards those who use or work in
our building and grounds, and to enter into contracts with our external service suppliers. Data
Protection legislation allows us to process this information because we regard it as being in HBC’s
legitimate interest to do so and, in some instances, it is required as a legal obligation. We will not
use your personal data for any other purpose.
What do we do with it?
To facilitate these interests, your name and contact details will be entered into our records which
are held only on staff or trustees’ computers and devices, and also on linked, secure cloud storage
services. These are password protected and can be accessed only by the authorised individual. No
3rd parties have access to your data unless the law allows them to do so. We do not share your data
outside the European Union. We have a Data Protection Policy and process in place to ensure secure
processing of your data. This Policy can be found on our website.
How long do we keep it?
Your contact details will be removed from the records once you are no longer intending to hire our
rooms or are no longer providing services to HBC. In some circumstances, we are legally obliged to
retain data for longer (usually six years).
What are your rights?
You have the right to ask to see any information we hold about you by submitting a ‘Subject Access
Request’ in the first instance to the Facilities Manager You also have the right to ask for information
which you believe to be incorrect to be rectified and to ask for all or part of the data held concerning
you to be erased once it is no longer necessary for us to retain that data.
If you are concerned about the way your information is being handled please speak to the Facilities
Manager or to Paul Gauntlett, the HBC Trustee with responsibility for Data Protection. If you are still
unhappy you have the right to complain to the Information Commissioners Office (ICO).
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