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GROVE RUGBY FOOTBALL CLUB

THE RECREATION GROUND, CANE LANE, GROVE, WANTAGE, OXFORDSHIRE, OX12 0FL
The Data Protection Act 1998
The Data Protection Act 1998 sets out the key principles for managing data linked to a specific person.  The guidelines below help to collect and analyse the data in line with the principles of the Data Protection Act (DPA). Not only is compliance with the DPA a legal requirement, there are good management  reasons for doing so, for example, using out of date or inaccurate data could result in complaints and failing to follow correct procedures when processing and storing information could have serious consequences. 

Principles of the Data Protection Act 1998

There are eight data protection principles.  Personal data shall be:

· Fairly and lawfully processed;

· Processed for limited purposes; 

· Adequate, relevant and not excessive; 

· Accurate and up to date;

· Not kept for longer than is necessary; 

· Processed in line with your rights;

· Kept securely; and

· Not transferred to other countries outside the European Economic Area (EEA) without adequate protection.

Note: personal data covers any data that identifies a living individual person. Data covered in the Act includes electronic, manual and recorded data – anything which can identify an individual.   
Registration forms and surveys

To comply with the “fair and lawful” principle above, it is important to tell individuals why you are collecting their personal data and obtain their consent to use it in this way.  

Registration forms or surveys must contain a data protection statement which should be “readily accessible” to the individual.  If the form or survey is not electronic, the statement should be separate from the form and given to the individual.  It should include contact details for the “data controllers” (any organisations which will be using that information.)
Club membership forms
When someone signs up to be a member of club it is reasonable to assume that they will expect to be contacted from time to time with internal club communications, and that overall membership numbers and other aggregated information may be reported externally to the sport national governing body, therefore a membership form does need to have an “opt in option” tick box. It is necessary, however, for membership forms to include a brief explanation of how any personal data that is requested may be used. 
No personal Information will be shared to external sources.

Storing and using contact details

Contact details will only be used for the purposes set out in the data protection statement. If you carry out a survey, responses should be kept separate from names and addresses. All personal data must be kept securely and should not be stored any longer than is necessary. If the information relates to participants in Sport England funded activities, you should ensure that all evaluation and audit requirements have been met before deleting or destroying it.  

As a club the health form for juniors has been added to the membership form to assist in the protection of data.

Access to information.

All board members are required to have a DBS.

Personal information of club members will only be shared with approved club personnel on the understanding that the information will not be passed on to non-members or non- approved members or used for anything other than club business.

No information on Junior members (u18) will be shared with any person who does not have a valid DBS.
Surveys
If you carry out a survey it is good practice to follow Market Research Society Guidelines and you must comply with the Data Protection Act 1998 (and any revisions). The key points are:

· Any data collected is only for the stated purpose.

· Any personal data is held securely.

· All staff with access to the data are appropriately trained.

· Keep contact details up-to-date.

· Any data with personal identifiers should only be held for up to one year.

· Data held without personal identifiers can be held indefinitely.

Vulnerable Adults

Definition – All adults aged 18 or over who are or may be in need of community services by reason of mental or other disability, age or illness and who are, or may be unable to take care of themselves, or unable to protect themselves against significant harm or exploitation.
Signed:   Martin T Stalder


Date: 13/01/2019

    (Club Secretary)
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