
      

Data Protection Policy      

  

 

 

 

CANOLFAN HAMDDEN BEAUMARIS A’R CYLCH 

DATA PROTECTION 

Statement of Policy 

1. Canolfan Hamdden Beaumaris A’r Cylch (The Centre) is 

committed to protecting the Data of their employees, managing 

directors, volunteers and centre users/customers. Everyone in 

the centre and those who have dealings with us have a 

responsibility to protect the data used in the day to day 

operation of the centre. 

2. The organisations policy applies to all staff working within the 

organisation. It extends to include non-permanent workers such 

as volunteers, temporary staff, consultants and any other 

workers. The policy, in addition, covers the protection of data 

outside of working hours. 

3. The organisation will investigate any misuse of data when an 

issue is formally or informally raised. 

Key Principals 

4. The organisation will protect the data by ensuring the data is 

kept in a secure place with access limited to persons with 

authority. 

5. Everyone carries a personal responsibility for protecting data 

and for ensuring that they conduct themselves in accordance 

with the principles set out in this policy. In addition, each 

person has a responsibility to report any instance of misuse of 

data entrusted to the organisation. 

6. Data Protection may be defined as safe and secure storage of 

personal information. This applies to information on staff, 

customers and account holders in such matters as staff 

recruitment, managing staff records, marketing and use of 

CCTV, Wi-Fi, and safe guarding customers address details. 



7. When we collect personal data we will say who we are and how 

we will use the data.  

8. We will respond to data protection requests, if someone asks to 

see the information about them. The person has the right to see 

the information and correct it, if it is wrong. 

9. Staff members have a right to ask for any information we hold 

about them. This includes information about grievance and 

disciplinary issues. 

We will withhold information when responding to a request if it 

concerns someone else in order to protect someone who’s accusing 

them of harassment, for example.  

10. The information will only be used by Canolfan Hamdden a’r 

Cylch (The Centre). It will not be passed on to other 

organisations. 

11. Staff Data is kept secure in a locked cabinet. 

12. Access to data stored on computer systems is password 

controlled. 

13. When we recruit staff we give the Centre’s name and contact 

details in all job adverts. 

14. We only collect the personal information we need on 

application forms. 

15. We ensure that ex-staff members are happy for us to release 

information if we are asked for a job reference. 

Monitoring Staff at Work 

We will justify monitoring staff at work which will include: 

 Using CCTV 

 Keeping records of phone calls 

 Logging their email or internet use 

 Searching staff or their work areas 

Staff will be made aware they are being monitored and why by 

letter, email or phone call. They will be issued with the policies for 

using work computers or phones for personal use. 

Monitoring staff without their knowledge if: 

 They are suspected of breaking the law 

 Letting them know about it would make it hard to detect the 

crime 

This will be done for a specific investigation and stop when it is 

over. 



Using CCTV 

There are surveillance cameras positioned to cover areas inside 

and outside of the building. There are notices to inform the public 

that CCTV is in operation.  

Canolfan Beaumaris is registered as a Data Controller with the 

Information Commissioner’s office (ico) 

http://www.ico.org.uk/for_protection/topicguides-/cctv 

Where necessary, or required, the information recorded is shared 

with the data subjects themselves, employees and agents, services 

providers, police forces, security organisations and persons 

making a enquiry. 

It may sometimes be necessary to transfer personal information 

overseas. When this is needed information is only shared within 

the European Economic Area (EEA). Any transfers made will be in 

full compliance with all aspects of the Data Protection Act. 

The recordings are viewed and controlled by the Canolfan 

Manager. 

Anyone can ask to see images that have been recorded of them. 

The images must be provided within 40 days, and we can charge 

up to £10.00. 

Public Link 

This Data Protection Policy and the Fair Processing Notice / 

Privacy Notice can be found on our website: 

www.canolfanbeaumaris.org.uk 

 

 

 

 


