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Open Voice Lab photo, video, audio and comments consent form
If you have been given this form, you have agreed for Open Voice Lab to collect a media asset (photo, video, audio recording or quote/comment) from you for the completion of work on behalf of another organisation. Thank you for agreeing to take part.
This form explains what information we need from you in order to be able to use the media you provide and why we ask for it. If you have any questions, please speak to us or get in touch on info@openvoicelab.co.uk or 07788 646993 / 07449 435822.
Please complete this form to give consent for me to take images, video, audio, comments and other media to then be stored and used.
Section 1 – Conditions of use
At Open Voice Lab we provide communications support and services to organisations. To help us do this, we collect photographs, videos, audio recordings and quotes/comments. Throughout this form, we will call these media assets.
To process your media asset lawfully, we need to collect some of your personal data which includes your full name, contact details, telephone number, and email address – as well as the written words, audio, images (photograph and/or video).
Under the UK General Data Protection Regulation (GDPR) to enable us to use this information we need you to provide us with your informed consent. For more information about personal and special data and GDPR, please see the glossary at the end of this form.
You can decide to withdraw your consent at any time, and we will stop using your personal data in future publications and will securely delete it. If your media asset has been used to deliver goods and services to another organisation, we will liaise with them to ask they stop using your personal data. 
We do need to make you aware that it is not always possible for us to completely stop using a media asset once it has been published, for example if it has been printed already. Images on websites can also be viewed throughout the world and not just in the United Kingdom and some overseas countries may not provide the same level of protection to the rights of individuals as UK legislation provides.
All the data you provide (including images and other media) will be stored securely by Open Voice Lab. We may share the media asset, where necessary, with other organisations in order to undertake communication work e.g. providing images to design or print agencies, sharing video with an organisation for them to use on social media. 
By completing this form, you are confirming that you understand that there will be no payment for these media asset/s. Your consent is completely voluntary, and you agree for us to use them for up to 5 years from the date they are taken.
About you
	Your details
	Complete here

	Name
	

	Address
	

	Email 
	

	Telephone number
	


Table 1: Information about you.
Section 2 – About the project/processing purpose
This section will be completed by Open Voice Lab before you give your consent.
	Details
	Complete here

	Project name
	

	Project description
	

	Organisation project is being completed for (if applicable)
	

	Location
	

	Date
	


Table 3: About the project.
Section 3 – Your consent
By signing this consent form, you confirm that you have been fully informed and understand the conditions about how and why we are using your data and that you are satisfied regarding this use. If you do not consent, then we cannot use your information in this way.
I confirm that I understand and give my consent for Open Voice Lab to publish, republish or otherwise transmit still or moving images, audio, comments and my name for the following purposes (tick as applicable). I understand Open Voice Lab may edit, modify or crop at its discretion and without my further approval, but that they will not misrepresent me at any time.
I consent for it to be used in the following ways (tick each that apply):
	Use
	Tick if you consent

	For publicity and promotional materials, including advertising materials and printed publications
	

	On websites, social media channels and digital communication materials for Open Voice Lab and the organisation/s who this is being collected for
	

	On news media and their associated websites, social media channels, print publications, television and radio
	

	In presentations and exhibition materials
	


Table 4: Consent to use the media asset.
I understand that Open Voice Lab will keep all materials electronically and in accordance with data protection law/principles as well as storing an electronic copy of this form securely.
I also understand that materials such as still/moving images and audio used for publicity or marketing purposes are in the public domain and therefore could potentially be reproduced, altered or re-used by anyone outside of Open Voice Lab control. I give consent for these materials to be used for up to 5 years.
I know that I have the right to withdraw consent at any time by emailing info@openvoicelab.co.uk or calling 07788 646993 / 07449 435822 but understand that withdrawing consent may not affect the material that has already been used (e.g. my images, audio, written words and information as supplied above being used as described). Please notify me of any changes to the information you have provided on this form.
Section 4 – Your signature
I am the person identified in Section 1 and in the photograph(s), filming and/or recording. I have read and understand the information above and consent to Open Voice Lab using them.
	Your details
	Complete here

	Full name
	

	Signature
	

	Date
	


Table 5: Signature to confirm consent.
Section 5 – if you are signing on behalf of a person aged under 16 or a vulnerable adult
I am the guardian/carer/parent of the child or vulnerable adult identified in Section 1 and in the photograph(s), filming and/or recording. I understand the above request and give informed consent.
	Details of child or vulnerable adult
	Complete here

	Their full name
	

	Their age
	

	Your full name
	

	Your signature
	

	Date
	


Table 6: Signature to confirm consent of child or vulnerable adult.
Section 6 – Glossary
UK General Data Protection Regulation
The Data Protection Act 2018 is the UK's implementation of the General Data Protection Regulation (GDPR). It controls how your personal information is used by organisations, businesses or the government. Everyone responsible for using personal data has to follow strict rules called 'data protection principles'. They must make sure the information is:
· used fairly, lawfully and transparently
· used for specified, explicit purposes
· used in a way that is adequate, relevant and limited to only what is necessary
· accurate and, where necessary, kept up to date
· kept for no longer than is necessary
· handled in a way that ensures appropriate security, including protection against unlawful or unauthorised processing, access, loss, destruction or damage
Personal data
Personal data is defined as any information that allows you to identify a person, directly or indirectly. It includes name, an identification number, location, or one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that person.
Special category data
Article 9 of the UK GDPR gives special protection for certain types of personal data which are considered to be particularly sensitive. These are known as “special category data”. They include race, ethnic origin, religious or philosophical beliefs, trade union membership, health, and sexual orientation, amongst other things.
Further information
You can find out more information about data protection and the legislation on the Government website gov.uk and the Information Commissioner’s website ico.org.uk.
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