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Melksham Music and Drama - Data Protection Policy


1. Purpose of this Policy

Melksham Music and Drama (“MMAD”, “we”, “us”) is committed to protecting the personal data of everyone involved in our activities, including members, supporters, volunteers, performers, children and their parents/guardians, suppliers and audience members.

This Data Protection Policy sets out how we comply with our obligations under the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. 

It applies to all committee members, volunteers, and anyone processing personal data on behalf of MMAD.

2. Scope

This policy applies to all personal data that MMAD holds, in any format, including:

· Member and supporter data
· Children’s data and parents/guardians' data
· Volunteer data
· Data related to auditions, rehearsals, productions and events
· Financial data relating to subscriptions or payments
· Photographs, biographies, and media material
· Email communications and digital records

It covers processing carried out on paper, on personal devices, in cloud systems, and through third‑party service providers.

3. Data Protection Principles

MMAD follows the six principles of UK GDPR. Personal data must be:

1. Lawful, fair and transparent
2. Collected for specified, explicit and legitimate purposes
3. Adequate, relevant and limited
4. Accurate and kept up to date
5. Kept no longer than necessary
6. Processed securely

All committee members and volunteers must ensure these principles are upheld.

4. Legal Bases for Processing

MMAD processes personal data under the following legal bases:
· Consent - e.g., using a child’s photograph in a programme or social media; collecting data for auditions (with consent from parents/guardians or children over 14).
· Contract - e.g., membership administration 
· Legal obligation - e.g., safeguarding documentation related to children in productions, insurance, financial record keeping.
· Legitimate interests - e.g., managing rehearsals, communicating production information, administering volunteer roles, promoting productions.

Where consent is used, it is freely given, specific, informed and can be withdrawn at any time.

5. Roles and Responsibilities

Data Controller

Melksham Music and Drama Committee acts as the Data Controller.

Data Protection Representative (DPR)
· Name: Donna Ruderman
· Mobile: 07977 319236
· Email: donnaruderman@sky.com

The DPR is responsible for policy compliance, responding to rights requests, and ensuring training/awareness.

All Committee Members & Volunteers

Everyone handling data must follow this policy, use secure methods, and only access data necessary for their role.

6. Categories of Personal Data We Process

We may process the following types of data:

· Members & Supporters: names, contact details, payments, subscription records, photographs, biographies
· Children & Parents/Guardians: child's contact details, date of birth, parent/guardian details, medical information necessary for safe participation, photographs, biographies
· Volunteers: contact details, skills/roles, availability
· Production-related data: audition forms, cast lists, rehearsal notes, costume measurements
· Marketing data: mailing lists, ticketing data (via third‑party platforms)
· Financial data: payment history (limited to what is necessary)

Sensitive data (e.g., health information) is only collected when required to meet safeguarding obligations.
7. How We Use Personal Data

Personal data is used for purposes including:

· Administration of membership and supporter lists
· Planning and running rehearsals and productions
· Communicating schedules, updates, or changes
· Safeguarding and legal compliance
· Managing volunteer tasks
· Creating show programmes and publicity materials (where consent is given)
· Processing payments or subscriptions
· Maintaining organisational records

We never sell personal data.

8. Data Sharing

Data may be shared with:

· Committee members and authorised volunteers
· Chaperones or licensed supervisors (for children’s participation)
· Venue providers or insurers, where required
· External service providers (e.g., ticketing systems, email platforms) under appropriate agreements
· Local authorities where legally required (e.g., performance licences for children)

We do not share data with third parties for marketing or commercial purposes.

9. Data Security

MMAD uses a combination of reasonable physical, technical and organisational controls. These include:

· Password protection for electronic files
· Limited access based on role
· Secure handling of paper forms and shredding when no longer required
· Use of reputable cloud systems for email, storage or ticketing
· Regular deletion of data no longer required
· Avoiding storage on personal devices unless necessary and secured

Data breaches must be reported immediately to the Data Protection Representative.

10. Data Retention

Data is retained only for as long as needed:

· Active members/supporters: retained while active; removed if requested
· Children’s participation data: retained until withdrawal and/or limited period to meet safeguarding/legal obligations
· Financial records: typically 6 years
· Photographs/biographies: retained only while consent remains valid
· Audition forms: usually deleted after the production unless consent for retention is given

11. Rights of Individuals

Under UK GDPR, individuals have the right to:

· Access their data (Subject Access Request)
· Correct inaccurate data
· Request erasure (“right to be forgotten”)
· Restrict processing
· Object to processing based on legitimate interests
· Withdraw consent
· Data portability (where applicable)

Requests should be directed to the Data Protection Representative (contact details above).

12. Privacy Notices

MMAD maintains separate Privacy Policies for:

· Members & Supporters
· Children/Parents/Guardians

These privacy notices form part of this policy and explain in detail what data we collect, why, and on what lawful basis – see Annex A and Annex B for details

13. Data Breach Procedure

In the event of a data breach:

1. Notify the Data Protection Representative immediately.
2. DPR assesses severity and risk.
3. If there is a high risk to individuals, MMAD will notify the Information Commissioner’s Office (ICO) within 72 hours where legally required.
4. Affected individuals will be informed where appropriate.
5. MMAD will document the breach and response.

14. Review and Compliance

This policy will be reviewed annually by the Committee or sooner if:

· Legislation changes
· ICO guidance is updated
· Operational changes arise within MMAD

All volunteers and committee members must confirm they have read and understood this policy.



Policy updated: January 2026
Next review: January 2027 

ANNEX A - Privacy Notice for Members & Supporters

1. Purpose of this Notice

This notice explains how MMAD collects and uses personal information relating to members and supporters. It complies with UK GDPR, the Data Protection Act 2018, and amendments introduced under the Data (Use and Access) Act 2025. 

2. Data We Collect

We collect:

· Name, address, email, phone
· Subscription and payment records
· Photographs and biography (optional)
· Volunteer role information
· Communications preferences
· Any information needed to support your participation in productions

3. Lawful Bases

We rely on:

· Contract: administering your membership
· Legitimate Interests: running productions, managing volunteers, organisational administration
· Consent: photos/biographies for programmes or publicity
· Legal Obligation: financial record keeping, safeguarding situations

4. How We Use Your Data

· Membership administration
· Communications (newsletters, events, rehearsal information)
· Production planning
· Volunteer coordination
· Creation of programmes and publicity (only with consent)
· Maintaining records required by law

We do not sell your data.

5. Photographs & Biographies

Used only where you have given explicit consent. Consent may be withdrawn at any time.

6. Security
We employ organisational and technical measures to protect personal data, consistent with ICO expectations  
7. Retention

· Active members: retained as long as you remain active
· Lapsed members: deleted after 2 years unless requested earlier
· Photos/biographies: retained only while consent is active
· Financial records: 6 years

8. Your Rights

You have rights to: access, correct, delete, restrict, object, withdraw consent and complain.

9. Complaints Handling

In line with DUAA 2025 requirements, we:

· Provide simple ways to submit complaints
· Acknowledge complaints within 30 days
· Act without undue delay 

10. Contact

Data Protection Representative: Donna Ruderman

Email: donnaruderman@sky.com



ANNEX B - Privacy Notice for Children in Productions & Their Parents/Guardians

1. Purpose of this Notice

This notice explains how we use children’s data for auditions, rehearsals, and performances. 

This is done in compliance with UK GDPR, Data Protection Act 2018, and the strengthened children’s data protections emphasised in the 2025 DUAA reforms 

2. Data We Collect

From children and/or parents/guardians:

· Name, address, date of birth
· Parent/guardian contact details
· Height (for casting where appropriate)
· Medical or wellbeing information needed for safe participation
· Rehearsal and performance records
· Photographs and biography (optional)
· Consent information

3. Lawful Bases

· Consent: required for processing children’s data unless another basis applies; children 14+ may consent themselves
· Legal Obligation: child performance licensing, safeguarding requirements
· Vital Interests: protecting health or safety
· Legitimate Interests: rehearsal planning, production logistics (only where appropriate and with safeguards)

4. Special Category Data (Health Information)

Collected only when necessary for safety and processed under the safeguarding and vital interest provisions permitted under UK law.

5. How We Use the Data

· Planning auditions and allocating roles
· Supporting health, safety, and wellbeing
· Communicating rehearsal information
· Meeting licensing and safeguarding requirements
· Programmes and publicity only with explicit consent




6. Automated Decision-Making

We do not use automated decision‑making in casting or child-related decisions.
This reflects the stricter requirements for automated decision-making and child data in UK GDPR and DUAA 2025 reforms 

7. Security

Children’s data receives the highest level of protection, using appropriate technical and organisational measures.

8. Retention

· Children’s participation data: retained for the duration of the production and/or a limited period required for safeguarding
· Photos/biographies: only while consent is valid
· Legal records: retained as required by law

9. Rights

Parents/guardians and children (14+) may request:
· Access
· Correction
· Deletion
· Withdrawal of consent

10. Complaints

Handled under the organisation’s complaints procedure and acknowledged within 30 days per DUAA 2025 

11. Contact

Data Protection Representative: Donna Ruderman

Email: donnaruderman@sky.com

Data Protection Policy – Jan 2026		1
image1.jpg




