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Privacy Notice — Essential Companion Scheme
1. Introduction

The Civic Trowbridge operates an Essential Companion Scheme to support accessibility and
ensure that individuals who require assistance to attend events can do so with appropriate
support.

The scheme allows eligible customers to obtain a complimentary ticket for an essential
companion where attendance without such support would not be possible.

When we collect, store, use, and delete personal data, we do so in accordance with the UK
General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

This Privacy Notice applies specifically to personal data processed in connection with
applications for, and administration of, the Essential Companion Scheme.

Trowbridge Town Council is the data controller for all personal data collected, stored, and
processed for this scheme.

The Council is registered with the Information Commissioner’s Office (ICO) for the purposes
of processing personal data.

2. When This Privacy Notice Applies
This notice explains how we process personal data when you:

Apply to join the Essential Companion Scheme

Provide evidence of eligibility

Request or use a complimentary companion ticket

Correspond with us by email, telephone, post, or in person regarding the scheme

3. How We Collect Your Personal Data
We collect personal data from you when you:

e Present supporting evidence to verify eligibility
e Contact us regarding your application or ticket request

Supporting evidence may include presentation of an Access Card.
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4. Information We Collect and How We Use It

Depending on the nature of your application, we may collect, store, and use the following
categories of personal data:

Name

Postal address

Telephone number

Email address

Ticket booking details

Access requirements

Records that eligibly has been verified

Special Category Data

In limited circumstances, we may process special category personal data relating to health,
disability, or access requirements where this is necessary to assess eligibility for the
Essential Companion Scheme.

This information is used solely to:

o Verify eligibility for the scheme
e Administer complimentary companion tickets
o Ensure appropriate accessibility arrangements

We will only collect the minimum amount of information necessary.

Where eligibility is verified by presentation of an Access Card in person, we will normally
verify eligibility by viewing the card only and will not copy or retain it. We will only retain
special category information where this is necessary for a specific operational or legal
reason.

5. Purpose and Lawful Basis for Processing

We will only use your personal data where the law allows us to and for the purpose for which
it was collected.

This includes processing personal data where:

You apply for the Essential Companion Scheme

We assess your eligibility

We administer companion ticket bookings

We respond to queries, complaints, or appeals relating to the scheme
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Lawful Bases
Our lawful bases for processing personal data include:

1. Public Task
Processing is necessary for the performance of a task carried out in the public
interest or in the exercise of official authority vested in the Council under Article
6(1)(e) UK GDPR.

2. 2. Special Category Data
Where eligibility evidence includes health or disability information, the Council
processes this data under Article 9(2)(g) UK GDPR and Schedule 1, Part 2,
paragraph 8 of the Data Protection Act 2018 (Equality of opportunity or treatment).

6. Data Sharing and Transfers

We do not routinely share personal data collected for the Essential Companion Scheme with
third parties.

Personal information may be shared where necessary:

With service providers acting on behalf of the Council
To investigate complaints or legal claims

To comply with legal obligations

For safeguarding purposes

Safeguarding and Protection of Individuals at Risk

The Council may share personal information with the Police, local authorities, safeguarding
partners, regulatory bodies, or other relevant agencies where it is necessary to protect a
child, young person, vulnerable adult, or another individual at risk of harm, or where
disclosure is otherwise required or permitted by law. Any such sharing will be undertaken in
accordance with the UK GDPR, the Data Protection Act 2018, and the Council's
Safeguarding Policy.

7. Retention of Personal Data

We retain personal data only for as long as necessary to fulfil the purposes for which it was
collected, including legal, accounting, and reporting requirements.

Details of retention periods are set out in our Retention Policy and Schedule, available via
our Information Governance page.

When determining retention periods, we consider:

¢ The amount, nature, and sensitivity of the data
e The risk of harm from unauthorised use or disclosure
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e The purposes of processing
e Legal and regulatory requirements

Where possible, personal data will be securely deleted or anonymised once no longer
required.

Where eligibility is verified by viewing an Access Card in person, we do not routinely retain
copies of the card or other supporting evidence used to verify eligibility.

8. Your Rights

You have the right to ensure that the personal data we hold about you is accurate and up to
date.

Your rights include the right to:

Request access to your personal data (Subject Access Request)
Request correction of inaccurate or incomplete data

Request restriction of processing in certain circumstances
Request erasure where applicable

Object to processing in certain circumstances

Requests relating to data rights should be directed to the Community Engagement &
Governance Manager.

There is no fee for exercising your rights unless requests are manifestly unfounded or
excessive.

9. Contact details

Community Engagement & Governance Manager
Trowbridge Town Council

St. Stephens Place

Trowbridge

BA14 8AH

informationgovernance@trowbridge.gov.uk
01225 765072

Data Protection Officer
One West

i-west@bathnes.qgov.uk
01225 395959
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You have the right to make a complaint at any time to the Information Commissioner’s Office
(ICQO), the UK supervisory authority for data protection issues. However, they would
normally expect you to have raised your complaint with us in the first instance.

Information Commissioner’s Office
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

WWW.ic0.0rqg.uk
0303 123 1113
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