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RECORDING & REPORTING
o The festival core team will facilitate the reports to director’s from advisory group meeting
e The minute taker will identify themselves at the start of each meeting
e Meetings will be *recorded by dictaphone to support accurate note taking.
e Recordings will be kept on file for no longer than one year in keeping with GDPR.
e Action points & recommendations will be sent out within 7 days of each meeting.
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‘4 e Opportunities will be given at start of each meet to flag up any erroneous minutes
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[ e If wrongly recorded info is time sensitive or pivotal to decisions by the board, please flag this up at your
earliest convenience.

*If you would prefer not to be recorded please notify the minute taker at the start of each meeting or if you would prefer an

item not to go on tape, please notify the minute taker at the beginning of the meeting.
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] .], GDPR & USE OF PERSONAL INFORMATION
As an organisation we store your name, address and contact information for the use of one to one contact with
a the festival team. No details are passed on to a third party without your specific consent.
All personal information held by us will only be used for communication relating to the advisory group. All per-
- '“ sonal information is held in password protected files on GDrive. Upon leaving the group your personal details
) 7 will be removed from our systems unless you have given express permission to retain your details. No contact
1 ¥ details will be shared with the group unless consensus has been gained and there is a purpose fit for doing so. All
, meeting notes will be kept on file on the GDrive for a period not exceeding 10 years. If you would like to know
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more about how we use your personal information or you would like to contact us, please refer to our Data Pro-
tection Policy or contact meg@southsidefringe.org.uk

ANNUAL REVIEW AND EVALUATION

We undertake an annual review of each festival and develop revisions and recommendations which are then

used to base the following year’s development on. Copies of this review and subsequent directors input will form
. the basis of the first advisory group’s meeting. At each year end review an evaluation form will be given to volun-
teer advisors and there will be the opportunity to give feedback and any recommendations for improving the
group. There will be an annual review of this group and this policy, to which feedback will be encouraged.

PERSON RESPONSIBLE FOR GROUP & POLICY

'y ”: Meg Curran, Ops Director will be responsible for the notifications, co-ordination and development of this adviso-
ﬁ_;! ry group. Corinna Martin is responsible for ensuring this policy gets reviewed and updated annually, no later
than the 1 August each year. Policy created 1 August 2020.
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