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Introduction

Redruth Archers need to gather and use certain information about individuals. These individuals will
include:

o Members, and also lapsed / former members (Members).

e Archers competing in tournaments that we may organise (Competitors).

¢ Individuals attending Beginners’ Courses that we may organise (Beginners).

e People who express an interest in joining the club or attending one of our beginner courses.
¢ Archers attending any coaching events that we may organise.

o Officials attending any tournaments that we may organise.

e Suppliers and other contacts that the club may have a relationship with.

This policy described how this personal data must be collected, handled and stored to meet our data
protection standards — and to comply with the law.

Why this Policy Exists

This data protection policy ensures Redruth Archers:

Complies with data protection law and follow good practice

Protects the rights of its volunteers, customers and partners
Is open about how it stores and processes individuals’ data
Protects itself from the risks of a data breach

Data Protection Law

The General Data Protection Regulation describes how organisations — including Redruth Archers
— must process (collect, handle and store) personal information. These rules apply regardless of
whether data is stored electronically, on paper or on other materials. To comply with the law,
personal information must be collected and used fairly, stored safely and not disclosed unlawfully.
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The Data Protection Act is underpinned by eight important principles. These say that personal data
must:

Be processed fairly and lawfully

Be obtained only for specific, lawful purposes

Be adequate, relevant and not excessive

Be accurate and kept up to date

Not be held for any longer than necessary

Processed in accordance with the rights of data subjects

Be protected in appropriate ways

Not be transferred outside the European Economic Area (EEA), unless that country or territory
also ensures an adequate level of protection

Responsibilities

All club officers need to be aware of their individual responsibilities related to processing of personal
data as outlined in this policy. Club officers must be particularly mindful of the difference between
sharing data in an official capacity and sharing data in a personal capacity.

Individual club officers have the responsibilities described below. On leaving post, any data the
retiring officer holds must be passed over to the incoming officer.

Secretary

Administers and publicises this policy.

Maintains an up-to-date digital club membership database and shares this database with the
Membership Secretary and the Safeguarding Officer in a timely manner.

Maintains records related to the clubs’ correspondence (digital and/or paper formats).

Disposes of data when it is no longer required.

Coordinates our response to any Subject Access Requests that might arise.

Membership Secretary

Collects data from individuals joining, or renewing membership of, the club.
Passes this data to the Secretary for the purposes of maintaining an accurate electronic
membership database.

Keeps a secure copy of the current club membership database and disposes of the superseded
data when no longer required.

Records Officer

Maintains records related to club high scores, and member’s archery classifications and
handicaps.

Tournament Organiser(s)

Collects, and keeps secure, data about individuals competing in our tournaments.
Shares data with county and national bodies, and scoring system operators, as required.
Retains contact data for those holding club property (trophies).
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e Disposes of data when no longer required (note: there is a requirement to hold data for record
status tournaments for 1 year from the tournament date).

Coaching Coordinator

e Collects, and keeps secure, data about individuals participating in Beginners Courses.
o Passes data to Membership Secretary for those who go on to join the club.
e Disposes of data for those who do not join the club.

Safeguarding Officer

o Keeps a secure copy of the current club membership database and disposes of the superseded
data when no longer required.

o May be required to share data with other bodies (e.g. law enforcement agencies) without explicit
permission.

All Members of the Club Management Committee

e Oversee the administration of and approve revisions to this policy.
e Provide accurate information / data relevant to any Subject Access Requests that might arise.

General Guidelines

o We will only collect data that is required for the purposes of administering the club and activities
organised by the club.

o Data will only be used for the purposes for which it was collected.
o Data will be stored securely, kept up to date, and disposed of when no longer required.

¢ Data is not shared within the club, or with any external bodies, other than for the purposes and in
the manner described in this policy.

Subject Access Requests

All individuals who are the subject of personal data held by Redruth Archers are entitled to:

Ask what information the we hold about them and why.

Ask how to gain access to it.

Be informed how to keep it up to date.

Be informed how the company is meeting its data protection obligations.

If an individual contacts Redruth Archers requesting this information, this is called a subject access
request. Subject access requests from individuals should be made by email, addressed to the club
secretary at sec@redrutharchers.co.uk. The data controller can supply a standard request form,
although individuals do not have to use this.

Relevant data will be provided as quickly as possible and within the one calendar month of receipt
of the request. We will always verify the identity of anyone making a subject access request before
handing over any information.
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Disclosing Data for Other Reasons

In certain circumstances, the Data Protection Act allows personal data to be disclosed to law
enforcement agencies without the consent of the data subject.

Under these circumstances, Redruth Archers will disclose requested data. However, the data
controller will ensure the request is legitimate, seeking assistance from the Club Committee and from
legal advisers where necessary.

Data we Hold and How it is Processed

Different information is held, and the nature in which it is processed varies between different
categories of individuals.

Members

For individual club members and former members, we process the following Data:

Name.

Contact details: address, phone number(s), email address(es).

Date of birth.

Date of joining.

Membership category [full, junior, disabled, associate].

Membership status [current, lapsed].

Any club officer posts the member currently holds or has held in the past.

Whether the member is licensed by ArcheryGB as a coach (including their coaching “level”).
Whether the member is licensed by ArcheryGB as a judge (including their judging “level”).
Scoresheets / result sheets that members may submit to the Records Officer for calculation of
their “classification” and “handicap”, and for consideration for club records (highest scores shot).
Miscellaneous correspondence (various formats) related to running of the club.

ArcheryGB contact preferences.

How data is processed:

Collection: collected in paper or digital format — those joining the club complete their contact
details on a template form. The club then adds data on joining date, membership category and
status.

Usage: the secretary uses members’ email addresses and other contact details to deliver semi-
regular updates about events / activities at the club, and for correspondence related to specific
issues within the club. The club records officer maintains a list of club high-score records which
includes the name (and as the records are gender / age specific, also the gender and age at the
time the record was set [but not the date the record was set]) of the record holder. The club
records officer also maintains a database that stores all members names, the ages of junior
members, and any scores that members submit for calculation of members “classification” and
“handicap”.

Sharing: within the club, the Secretary, the Membership Secretary and the Safeguarding Officer
have access to the full digital membership database.
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The Records Officer has access to the list of members names, ages (for juniors), and to the bow
styles they use, and any scores submitted to the club by members. A list of club records and a
list of members’ current classifications and handicaps, and a list giving members names and
ArcheryGB membership numbers is available to all members and visitors at the Clubs shooting
ground.

Members are registered, and their data is shared, with our “County” [Devon and Cornwall Archery
Society], “Region” [Grand Western Archery Society] and our National Governing Body
[‘ArcheryGB” / “Grand National Archery Society”]. Permission is explicitly sought at the time of
joining / renewal, and members agree to the following:

“ When you become a member of, or renew your membership with, Redruth Archers you will
automatically be registered as a member of Archery GB and the relevant County and Region. We
will provide Archery GB with your personal data which they will use to enable access to an online
portal for you (https://agb.sport80.com) which, amongst other things, allows you to set and amend
your privacy settings. If you have any questions about the continuing privacy of your personal
data when it is shared with Archery GB, please contact gdpr@archerygb.org.”

We also collect members preferences for contact from ArcheryGB at when joining or renewing
membership, with the following:

“ Would you like to continue to hear from us (Archery GB) about our latest news including our
quarterly magazine, ways in which you can support us and membership benefits available? If so,
please tick below to let us know how you would like to hear from us and confirm you contact

details:

1) Magazine Yes[] No[]
2) Email Newsletter Yes [] No[]
3) Membership benefits / offers by email  Yes|[] No[]

We will keep your details safe, and you can unsubscribe or change your preferences at
https://agb.sport80.com “

o Updating: Members’ data is checked and updated accordingly, annually at the time of renewal.
Members can also inform us of any changes in their details at any time, and updates are usually
completed within a few days.

o Storage and Security: The membership secretary maintains paper records of membership
details. The secretary maintains a digital membership database of this information (password-
protected). The master copy of the digital membership database and any club email
correspondence that may contain sensitive information, are held by the secretary in a designated
folder on a secure server. This server is housed in a locked office at the secretary’s home and is
backed-up daily.

The secretary shares the membership database with the membership secretary and safeguarding
officer when it is updated.

The data held by the records officer only relates to member’s handicaps / classifications and club
high-scores, and has only limited associated member information (name, date of birth (juniors
only) and bowstyle).

o Disposal: When members leave the club (or decide not to renew their membership), their
contact details are retained for 1 year, before being removed from the membership database.
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Club high-score records are retained indefinitely. Member’s handicap / classification data are
retained indefinitely.

Competitors
For archers competing in our tournaments, we process the following data:

e Name.

e Contact details: address, phone number(s), email address(es).

o Date of birth (for Juniors) or age (for certain age-specific rounds).

e Current club, county, regional and national affiliation.

e Bow style.

¢ Any specific requirements the entrant may have (e.g. related to disabilities).
e Scores shot and any medals / trophies that might be awarded.

How data is processed:

e Collection: entry forms including most of the data outlined above are received in paper or
electronic format. Competitors explicitly agree to the following as a condition of entry to the
tournament:

“ When you enter competitions the following information may be collected and shared with
tournament organisers, scoring systems and other competitors for example target lists and results
may be published: First Name, Surname, Gender, Bow style, Date of Birth / Age category, Email,
Address, Phone number, Club (and ID), County (and ID), Region (and ID), Round (unless defined
by age), Disabled (Y/N), Disability info. ”

o Usage: competitors’ data are used to provide competitors with information specific to the event,
to prepare “target lists” and to prepare “results sheets”. Contact information is used in advance
of the following year’s tournaments to remind winners to return any trophies they are holding.

e Sharing: aspects of competitors’ details may be shared as part of the scoring system used at a
tournament and are included on target lists and results sheets (including a competitor's name,
club affiliation, bow style shot, score shot, and age [within age bands]). Target lists and results
sheets are posted on Redruth Archers’ website, Devon and Cornwall Archery Society’s website
and sometimes on websites related to scoring systems (e.g. www.ianseo.net). For national record
status and world record status events, results sheets are also shared with ArcheryGB.
Competitors data are not shared with any other organisation, unless permission has been
explicitly sought on a case-by-case basis.

¢ Updating: competitors can inform us of any changes in their details at any time, and updates
are usually completed within a few days.

e Storage and Security: paper and electronic records related to individual tournaments are stored
and kept secure by individual tournament organisers.

o Disposal: target lists and result sheets are retained by the club indefinitely. Competitors’ data
are held for 1 year from the tournament date before being disposed of securely.
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Beginners

For individuals on our Beginners’ Courses, we process the following data:

Name.

Contact details: address, phone number(s), email address(es).

Date of birth (for juniors).

Any specific requirements they may have (e.g. related to disabilities or previous archery
experience).

How data is processed:

Collection: collected in paper or electronic format — those joining our beginners’ courses
complete their contact details, and any specific requirements they might have, on a template form.

Usage: contact details are used to provide beginners with information specific to their course.
Other data are used to provide coaches with information related to age and disabilities that may
be relevant to maximise an individual’'s ability to be able to fully participate in the sport. We also
maintain a register to monitor which sessions individuals have attended.

Sharing: beginner’'s data are not shared with any other organisation, unless permission has
been explicitly sought on a case-by-case basis.

Updating: beginners can inform us of any changes in their details at any time, and updates are
usually completed within a few days.

Storage and Security: paper and electronic records are stored and kept secure by the coaching
coordinator.

Disposal: on completion of a beginners’ course, individuals may become members of the club,
and their data are then transferred to the membership secretary. For those who do not wish to
join the club, data are held for a few months (in case they change their mind), and then disposed
of securely.

Others

Other individuals we process data for include judges / officials at our tournaments, archers and
coaches attending coaching events and individuals making ad-hoc enquiries to the club. Any
personal data that we might acquire through these channels is kept private and only used for the
purposes of the specific enquiry.

The Club Website / Social Media

Redruth Archers maintain a club website (www.redrutharchers.co.uk). The website is for information
purposes only and does not collect / process any personal information and does not have a “private
/ members only” area (that would require collection of sensitive login credentials), or utilise “cookies”.

The club members run an “unofficial Redruth Archers” private group on Facebook. This group is not
maintained, administered or closely monitored by the club, and falls outside the scope of this policy.
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