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HotHouse Theatre
4 Broad Walk, Nottingham, NG6 0LL  www.hothousetheatre.com    Tel 07963020259   Co No 06505843   Charity No 1154523
1. Business Details

This is the privacy notice of Hothouse Theatre

Hothouse Theatre registered office is 4 Broad Walk, Basford, Nottingham, NG6 0LL

2. Aims of the notice

Hothouse Theatre is required by law to tell you about your rights and our obligations in collecting and processing your personal information. We have a range of policies and procedures to ensure that any personal information you supply is only with your active consent, has a legal basis, is held securely and treated confidentially in line with applicable regulations. We list relevant documents in Section 6 and can make them available. 

3. What personal information we collect about: a) beneficiaries; b) employees and volunteers; c) third parties
1. Beneficiaries – we must collect information on beneficiaries including contact details and emergency contact details to provide safe and effective support doing the work of Hothouse Theatre. This information is contained in files, all of which are subject to strict security and authorised access policies. The legal basis for processing this information is consent. This consent will be obtained from the parent/guardian of the beneficiaries if under 18 and from the beneficiary themselves over 18.   
We also obtain consent for their image to be taken and used in film and still photographs for the purpose of promoting Hothouse Theatre and online magazine and the Hothouse Theatre social media sites. 

Beneficiaries are informed of their right to access information and any restrictions to the information provided. 

2. Employees – the service operates a safe recruitment policy and all information obtained is kept securely on personnel files. The legal basis for processing this information is compliance with legal obligations. Employees are aware of their right to access information.
3. Volunteers – we collect contact details from volunteers including the members of the board, in order to support projects and governance. 
4. Third parties – personal information is obtained about others associated with the delivery of Hothouse Theatre, including contractors, visitors etc, which will be protected in the same way as information on service users and employees. 
4. How we collect information 

We collect information by standardised forms. 

5. What we do with your personal information

We will only use beneficiary, employee, volunteer and third party information to meet the stated aims of the Hot House Theatre Charity as detailed in its Articles of Constitution 

We will not share information for any other purpose. 
6. How we keep your information safe

We have a range of policies designed to keep your information safe. These include

· Data Protection Policy

· Safer Recruitment Policy 

· Accessing files

· Record retention

· Safeguarding and Social Media Policy

7. With whom we might share information 

Service user – information is shared with other health and social care professionals in order to provide safe and effective care in the pursuit of the public interest. We will share information to families based on….consent, legal basis, lasting power of attorney etc

Employee – information will be shared as above in the public interest or with consent (references)

Third parties – information will only be shared with your consent

The only exception will be when we are required by law to provide information e.g. criminal investigation, or overriding legitimate interest, which overrides your rights and freedoms. 

8. How can personal information held by  be accessed

There are procedures in place to enable service users, employees and third parties to access their information (see Section 6) The right to access includes both the information and any uses which we might have made of the information. 

9. How long we keep information 

We have a record retention policy that is strictly adhered to, that meets regulatory, statutory and good practice requirements.

10. How we keep our privacy policies up to date

The staff appointed to control the process of personal information (e.g. DPO) is designated to assess all privacy risks continuously and to carry out periodic reviews of the policies annually. 
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