
 

Richmondshire Youth Theatre - Data Protection Policy 

This policy was reviewed in August 2020 and will be reviewed again in September 2021 

Introduction  

Richmondshire Youth Theatre needs to retain information about individuals. 

These can be youth theatre members and their families, employees, volunteers, 

contractors, business contacts and other people we have relationships with and may need 

to contact. 

This policy describes how this personal data must be collected, handled and stored to 

comply with the Data Protection Act 1998 and to follow good practice.   

This policy aims to protect the rights of those whose information we gather. 

Policy Scope 

This Policy applies to all staff and includes tutors, volunteers, contracted workers, artists, 

students or anyone working on or behalf of the Richmondshire Youth Theatre.  It applies to 

all the personal data that the Richmondshire Youth Theatre holds, even if it technically falls 

outside of the General Data Protection Regulations (GDPR), the Data Protection Act 1998, 

2018.  This can include:  

• Names of Individuals 

• Home addresses 

• Telephones numbers 

• Email addresses  

• Plus any other information relating to individuals. 

The policy aims to protect the Richmondshire Youth Theatre from data security risks i.e.: - 

• Breaches of confidentiality (for instance, giving out information inappropriately) 

• Failing to offer choice (for instance, all individuals have the right to control how data 

relating to them is used) 

• Reputational damage (for instance, we could suffer if Hackers gain access to 

sensitive data) 

Susan Hedges of Richmondshire Youth Theatre is ultimately responsible for ensuring that it 

meets its’ legal requirements.  



Legal Framework 

Richmondshire Youth Theatre is required to collect, handle and store personal data in line 

with the Data Protection Act 1998. The Data Protection Act 1998 applies whether data is 

stored on paper, electronically or in another format.   

To comply with the law information must be collected and used fairly, stored safely and not 

disclosed unlawfully.   

The Data Protection Act 1998 is underpinned by 8 principles.  These say that personal data 

must:- 

1. Be processed fairly and lawfully 

2. Be obtained for specific, lawful purposes 

3. Be adequate, relevant and not excessive 

4. Be accurate and kept up-to-date 

5. Not be held for longer than necessary  

6. Be Processed in accordance with the rights of data subjects 

7. Be Protected in appropriate ways 

8. Not be transferred outside of the European Economic Area (EEA) unless that country 

or territory also ensures and adequate level of protection 

Guidelines  

The only people who must access data covered by this policy are ryt staff and those who 

need it for their work i.e. law enforcement agencies in line with the regulation.   

• Data should not be shared informally with individuals or agencies. 

• We will ensure all staff are aware of and understand this policy and any questions 

they may have are answered. 

• We will keep all data secure by taking sensible precautions for example,  

o Using strong passwords and not sharing them. 

o Personal data should not be disclosed to those who do not need to know it.  

o Data should be regularly reviewed and updated and if it is no longer needed it should 

be deleted and or disposed of appropriately.  

Consent 

Richmondshire Youth Theatre gathers and seeks to use personal data only for the purpose 

of legitimate interests and where practicable with consent.   

 

Data storage 



When data is stored on paper it should be kept in a safe place where unauthorised people 

can’t access it. 

• When not required the paper or files should be kept in a safe draw or cabinet.  

• Paper print outs should be shredded when they are no longer needed. 

When data is stored electronically it must be protected from unauthorised access, and 

malicious hacking attempts. 

• Data should be protected by a secure password that is not shared with those who do 

not need to know it.  

• If data is kept on removable media i.e. portable hard drives and memory sticks these 

should be stored in a safe draw or cabinet.   

• Data should not be stored on unsecured devises that are used in outside venues. 

• All computers holding data must have up-to-date security software and firewalls. 

• Data should be kept in as few places a necessary. 

Keeping Data up-to-date 

• Parents will be advised about the importance of informing us if their personal data 

and consents change. 

• When contact forms are completed, they will be dated to enable us to review and 

update at regular intervals. 

• Out of date and past pupil contact forms will have all contact details redacted, while 

leaving ryt with proof of consents regarding past gathering, storing and use of 

images of pupils during our projects, workshops and shows.    

Subject Access Request  

All individuals who are the subjects of the data we hold are entitled to know what 

information we hold on them, how to gain access to the information, how to update the 

information and know how we are meeting our data protection obligations.   

• We will allow a subject to see all the data we hold on them or their children if they 

request to see it.   

Disclosing Data for other reasons 

In certain instances, the GDPR, Data Protection Act 1998 and 2018 allows data to be 

disclosed to law enforcement agencies without consent from the data subject.  In these 

circumstances we will ensure that the request is legitimate before we release the 

information.   

Other relevant Richmondshire Youth Theatre policies: - 



• Child Protection/Safeguarding Policy 

• Photography/Recording/Filming Policy 

• Working Online Safely Policy 

• Online Workshops Code of Conduct 

 

 

 

 

 

 

 

 

 

 

 

  

  

 


