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Privacy Notice for Visitors

[bookmark: _Hlk216773091]This should be published on any visitor management system (VMS) sign in screen or displayed next to where visitors sign in. The retention period should be set on any VMS with automated deletion aligned with this retention period.
This privacy notice explains how the Town Council collects and uses personal information about visitors and how we comply with UK GDPR and the Data Protection Act 2018.

As a visitor, we capture the following personal data, for the following purposes: 
Personal data
(Delete/add as necessary)
· Name
· Your organisation
· Who you are visiting
· Car registration
· Contact number
· Email address
· Photo

Purposes
This information is collected to help us manage visitors, account for individuals in the event of an emergency and comply with our health and safety obligations.
Who do we share this information with?
This data is not routinely shared with any external parties but may be shared with emergency services in the case of an incident at the Town Council.
How long do we keep this information for?
Visitor information will only be retained for as long as necessary for health and safety, security and visitor management purposes and will then be securely deleted. Details of retention periods are available in the Council's Retention Schedule [LINK].
Who has access to the information?
The Town Council will ensure that suitable physical, electronic and managerial procedures are in place to safeguard and secure the data we collect and to ensure that only staff with an operational need have access.

Your rights
As a visitor (data subject) you have a number of rights under data protection law, including:

Right of access
You have the right to request to see a copy of the data we hold about you

Right to rectification
You have the right to request corrections to the data we hold about you if it is incorrect

If you have any further queries or wish to discuss how we process your personal information in more detail, then please contact the town Council or our Data Protection Officer – i-west
Data Protection Officer
Email - i-west@bathnes.gov.uk
Telephone - 01225 395959
.
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