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JAZZLEEDS
POLICY ON DATA PROTECTION

PURPOSE
This document sets out the policies and procedures for the processing and storage of any personal data held by JazzLeeds in order to be compliant with current data protection legislation.

SCOPE
These policies and procedures apply to the personal data provided by the board of trustees, audience members, volunteers, performers, suppliers, and anyone working on behalf of JazzLeeds.

POLICY STATEMENT
JazzLeeds collects, processes and stores personal data in a manner that meets the current principles:
· All personal data of an individual is processed lawfully, fairly and in a transparent manner.
· Data is collected for specific, explicit and legitimate purposes and is not further processed in a manner that is incompatible with those purposes. Data may be used anonymously for statistical analysis in order to assist in future planning by JazzLeeds.
· Data will be adequate, relevant, and limited to the purpose for which it is processed.
· Data will be accurate and, where necessary kept up to date. Reasonable steps will be taken to maintain the accuracy of the data in the context of the purpose for which it was collected: inaccurate data will be rectifed or erased.
· Data will be kept in a form that permits identification of the data subjects only as long as necessary for the purposes for which the data was originally collected. Technical and organisation processes are in place in order to maintain the freedom and rights of the individuals for any data stored for historical or statistical analysis in order to assist with future planning by JazzLeeds.
· All personal data is processed in a manner that ensures appropriate security of that data, including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage using the current technical and organisation processes in place for JazzLeeds.

PROCEDURE
Collection, Processing and Storage of Personal Data
All volunteers and those working on behalf of JazzLeeds will 
· Ensure that the legal basis for processing personal data is identified in advance and that all processing complies with the law.
· Not process the data for the purpose which lies outside the original stated purpose for which it has been collect.
· Ensure that appropriate privacy notices are in place and that data subjects are aware of their rights.
· Only collect and process personal data that is needs for purposes identified in advance.
· Ensure that, as far as possible, data remains accurate. Data subjects will be asked to check the accuracy and update the personal data held by JazzLeeds on a regular basis.
· Only hold personal data for as long as is needed after which the data will be deleted.
· Ensure that the data is held securely and only accessed by those who have a legitimate reason for doing so.
· All those who handle personal data on behalf of JazzLeeds will be made aware of their responsibilities stated in this policy.
Any accessing or disclosure of personal data in a way that breaches this policy will be reported to the Board of Trustees who may take further action, including criminal proceedings, against the personal involved.

Specific Data Collection and Processing by members of JazzLeeds
JazzLeeds will collect the following data when tickets are purchased so that any issues between the purchaser and JazzLeeds can be resolved (for example in the event of a performance being cancelled):
Name(s)
Address
Telephone Number
Email address
The purchasers of the ticket will have the option of having this data placed on a contacts list for the purpose of the future marketing of similar events.
All marketing will comply with the Data Privacy and Electronics Communications Regulations.
Special category data (e.g. ethnicity or gender) will only be collected anonymously for the purpose of statistical analysis and future planning by JazzLeeds.
JazzLeeds will collect the following data from volunteers working for JazzLeeds:
Contact details of the volunteer
Contact details of emergency contact person for the volunteer
Information about any special requirements (such as health issues) that may affect their working patterns.
JazzLeeds will collect the contact details of any artists who are contracted to perform on behalf of JazzLeeds. These artists will be asked to give permission for any sound and images of the performance to be used by JazzLeeds as part of the JazzLeeds marketing and publicity. Artists will be asked to give permission for their data to be kept on file so that they can be contacted about possible future performances.
The accuracy of all data held by JazzLeeds will be reviewed annually.
JazzLeeds will maintain records of its data processing activities.
Data held by JazzLeeds will not be passed to any other organisation without the data subjects being informed first: data subjects will be given the option of having their data removed before this process occurs.
The technical and organisation systems used by all those processing personal data on behalf of JazzLeeds will be such that data integrity and security is a priority. These systems will be reviewed annually.

Data Subject Rights
JazzLeeds has processes in place to meet any request made by an individual who wishes to exercise their rights under data protection law. As far as possible, all requests will be dealt with within one month of receipt. In response to such as request, the data subject will be provided with a copy of the original data together with the following information:
The purpose of the processing;
The categories of personal data being used;
The recipients to whom the data will be disclosed;
The right to lodge a complaint to the Information Commissioners Office;
The source of any information not collected directly from the subject.
The data subject also has the right to:
Rectify any inaccuracies in the personal data concerning them;
The right to have the data erased and to have confirmation that it has been erased if
· The data is no longer necessary for the purpose for which it was collected;
· Consent is withdrawn;
· There is no legal basis for processing the data;
The data subject has the right to object to the processing of personal data and data processing will be suspended.

RESPONSIBILITIES
Compliance, Monitoring and Review procedures
The Board of Trustees has overall responsibility for ensuring that all personal data collected on behalf of JazzLeeds is processed legitimately. JazzLeeds will undertake to review its policy and procedures for Data Protection at least every two years.
One of the Board of Trustees is the named Data Protection Officer: Rosemary Holmes.

Reporting
Any individual who has concerns about personal data processing being undertaken as part of JazzLeeds should report them to their volunteer supervisor, event leader, or the Board of Trustees. The Board of Trustees will investigate all reports of concerns about the use of personal data and take appropriate action.
Any breaches of data security must be reported immediately to the Data Protection Officer.
Any requests by a data subject for information on their individual personal data and its processing should be directed to the JazzLeeds Data Protection officer. JazzLeeds will respond to such requests within 28 days.
Records Management
Data Security incidents will be recorded and the information relating to the incident reported to the Information Commissioner. These records will be retained for two years.
Individual data subject requests will be processed as quickly as possible with an initial response within 28 days. These records will be retained for two years.
Notices and Forms:
	Privacy Notice: Data Collection.
Privacy Notice: Photography and Sound recording.
Data security Incident and Management form.
	Individual Subject Data Request form.

DEFINITIONS
Personal data refers to information about an identified or identifiable natural person.
Data Processing is the collection and manipulation of items of data in order to produce meaningful information.

RELATED LEGISLATION AND DOCUMENTS
The following are the relevant UK legislation:
Electronic Communications Act (2000)
General Data Protection Regulations (2018).
This document should be read together with the JazzLeeds policies on:
Communications and Use of Social Media
Safeguarding
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