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This template is provided for guidance only. The content must be reviewed and edited to accurately reflect the layout, operation, staffing structure, risks and procedures within your venue.

Generic or unedited policies may not reflect actual practice and may not demonstrate compliance with legal or licensing expectations.


	Data Protection (GDPR Compliance) Policy

This policy template is designed to help licensed premises create a GDPR and Data Protection policy relevant to their venue operations.
This document:
· Must be edited to reflect actual venue practices
· Should be reviewed regularly
· Does not constitute legal advice
· Does not transfer responsibility or liability to the template provider

The venue operator remains responsible for ensuring compliance with:
· UK GDPR
· Data Protection Act 2018
· ICO guidance
· Licensing and employment law requirements

POLICY STATEMENT
[Insert venue name] is committed to protecting the personal data of customers, staff, contractors and visitors.

We recognise the importance of handling information lawfully, fairly, securely and transparently. We only collect and use personal information where necessary for: [Edit to reflect actual practices]
· Operating the business
· Ensuring customer and staff safety
· Meeting licensing and legal obligations
· Preventing crime and disorder
· Managing employment and training records

 This policy applies to: [Edit to reflect actual practices]
· Customers
· Employees
· Agency staff and contractors
· Door supervisors/security staff
· Management
· Third-party service providers working on behalf of the venue

TYPES OF PERSONAL DATA WE MAY PROCESS
[Edit to reflect actual practices].
Customer Data (Examples may include):
· Booking/reservation details
· Customer contact information
· CCTV footage
· Incident/refusal records
· Marketing preferences (where applicable)

Licensing & Safety Data (Examples may include):
· Refusals register entries
· Challenge 25/age verification records
· Incident and safeguarding reports
· Pubwatch or exclusion records
· Crime/disorder related information

Staff Data (Examples may include):
· Employment records
· Right to work checks
· Payroll information
· Training records
· Personal Licence/SIA licence checks
· Disciplinary or conduct records
· DBS checks (where appropriate)

The venue should identify relevant lawful bases for processing personal data.
Examples include:
· Legal obligation
· Legitimate interests
· Contractual necessity
· Consent (marketing only where applicable)

Personal data may be used for: [Edit to reflect actual practices]
· Managing bookings and customer service
· Preventing underage sales
· Maintaining venue safety and security
· Crime prevention and investigation
· Licensing compliance
· Staff management and payroll
· Training and competency records

AGE VERIFICATION, REFUSALS & INCIDENT RECORDS
Edit here to explain your venue’s procedures for:
· Challenge 25 / Challenge 21
· Recording refusals
· Incident reporting
· Safeguarding concerns

Refusals and incident records should be factual, proportionate and limited to relevant operational or licensing purposes only. Specify:
· What is recorded
· Who can access records
· How long records are retained (which can be added to table at end of policy).

CCTV (IF USED)
Edit here to explain your venue’s procedures for:
· Why CCTV is used
· Areas covered
· Retention periods
· Who can access footage
· How footage is securely stored

Suggested wording:
CCTV is used for public safety, crime prevention, and licensing objectives. Clear and visible signage must be displayed in areas where CCTV is in operation, informing individuals that recording is taking place, the purpose of the system, the identity of the venue or data controller responsible for the system and appropriate contact details. Footage must be securely stored and only retained for an appropriate period in accordance with the venue procedures and access restricted to authorised persons only. 

PUBWATCH / EXCLUSION SCHEMES (IF APPLICABLE)
Edit here to explain your venue’s procedures for:
· Participation in Pubwatch or similar schemes
· How exclusion information is handled
· Lawful sharing with police/licensing partners
· Security of records

STAFF RECORDS & CHECKS
Edit here to explain your venue’s procedures for:
· Right to work documentation
· Payroll records
· Training records
· Licensing checks
· DBS checks (if applicable)
· Disciplinary/performance records



Suggested wording:
Staff information should only be accessed by authorised persons and retained only for as long as necessary. Specify:
· Storage methods
· Access controls
· Retention periods

DATA SECURITY
Edit here to explain your venue’s procedures for protecting data:
Examples may include:
· Password-protected systems
· Restricted access permissions
· Locked storage for paper records
· Secure disposal/shredding
· Staff confidentiality expectations
· Procedures for reporting breaches

DATA SHARING
Edit here to explain when data may be shared with:
· Police
· Licensing authorities
· Security contractors
· Payroll/booking providers
· Pubwatch schemes
· Professional advisors

Suggested wording:
Personal data should only be shared where there is a lawful, necessary and proportionate reason.

INDIVIDUAL RIGHTS
Individuals may have rights to:
· Access personal data
· Correct inaccurate information
· Request deletion (where applicable)
· Restrict or object to processing

Requests should be directed to:
Data Protection Lead: [INSERT]
Contact Details: [INSERT]


RETENTION PERIODS
The venue should define retention periods relevant to its operations.
[Edit to reflect actual operations carried out in your venue]

Retention periods must be defined separately for each category of data reflecting the specific purpose, legal basis and operational requirement for which the data is collected and ensuring it is not kept longer than necessary. 

	Data Type
	Purpose
	Retention Period
	Responsible Person

	CCTV Footage
	Crime prevention/safety
	[INSERT e.g. 28–31 days]
	

	Refusals Register
	Licensing compliance/age verification
	[INSERT e.g.24 months]
	

	Incident Reports
	Safety/disorder / safeguarding
	[INSERT]
	

	Booking Data
	Customer service/reservations
	[INSERT e.g. 30–90 days]
	

	Staff Employment Records
	HR/employment law compliance
	[INSERT e.g. duration of employment + X years]
	

	Training Records
	Licensing/competency evidence
	[INSERT]
	

	Right to Work Checks
	Legal employment compliance
	[INSERT]
	

	Pubwatch / Exclusion Records
	Crime prevention/safety
	[INSERT]
	



STAFF RESPONSIBILITIES
All staff should:
· Handle information confidentially
· Only access data required for their role
· Follow venue procedures for CCTV, refusals, incidents and bookings
· Avoid informal sharing of information (including social media or messaging apps)
· Report suspected data breaches immediately
[bookmark: _5gn4t1xikzxx]
[bookmark: _gjdgxs]Please sign this document to acknowledge that you have understood your responsibilities in regard to Data Protection. Failure to follow data protection procedures may result in disciplinary action.

	Staff Name
	Role
	Date Policy Read
	Signature
	Manager Witness
	Date Signed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



This policy should be reviewed:
· At least annually
· Following operational changes, data breach or incident		
· Following updates to legislation or licensing requirements

Last Review Date: [INSERT]		

Next Review Date: [INSERT]
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