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1. Introduction
Pinewood Gymnastics Club Ltd is fully committed to protecting the personal data of all individuals associated with the club, in accordance with the Data Protection Act 2018 and the UK GDPR. This policy ensures that all employees, directors, trustees, volunteers, and anyone handling personal data understand their responsibilities in collecting, storing, and processing personal and sensitive information.

2. Policy Statement
To operate effectively, Pinewood Gymnastics Club collects and uses personal data about:
· Coaches (paid and voluntary)
· Gymnasts
· Parents/guardians
· Volunteers
· Visitors
Personal information must be handled lawfully, fairly, and transparently. The club is committed to maintaining trust and confidence by ensuring that personal data is processed correctly, securely, and in line with the eight principles of data protection.

3. Principles of Data Protection
The club adheres to the eight core principles of data protection:
1. Personal data must be processed lawfully, fairly, and transparently.
2. Data must be collected only for specific, legitimate purposes and not used in ways incompatible with those purposes.
3. Data must be adequate, relevant, and limited to what is necessary.
4. Data must be accurate and kept up to date.
5. Data must be retained only for as long as necessary.
6. Data must be processed in line with the rights of individuals.
7. Data must be kept secure against unauthorised or unlawful access.
8. Data must not be transferred outside the UK or EEA unless adequate protections are in place.

4. Definitions
Personal Data – Information relating to a living individual who can be identified directly or indirectly, including opinions or intentions about that individual.
Sensitive Personal Data – Includes information on:
· Racial or ethnic origin
· Political opinions
· Religious or philosophical beliefs
· Trade union membership
· Physical or mental health
· Sexual life
· Criminal convictions or offences

5. Handling Personal and Sensitive Information
Pinewood Gymnastics Club will:
· Collect and process data only for legitimate purposes.
· Ensure data quality, accuracy, and relevance.
· Limit the retention period according to operational or legal needs.
· Implement technical and organisational security measures to safeguard data.
· Respect the rights of individuals under the Act, including:
· Right to be informed
· Right of access
· Right to rectification or erasure
· Right to restrict or object to processing
Additional measures include:
· Appointing a responsible Data Protection Officer.
· Ensuring all staff and volunteers are trained in data protection.
· Supervising staff who handle personal information.
· Responding promptly to queries about personal data.
· Assessing and evaluating data handling practices regularly.
· Sharing data only under written agreements that specify scope and purpose.


6. Data Security
All personal data must be stored securely:
· Paper records in locked cabinets or secure rooms.
· Electronic data protected with strong passwords and encryption where appropriate.
· Passwords must be unique, regularly updated, and kept confidential.
· Access to data limited to authorised personnel only.

7. Notification to the Information Commissioner
The club’s Data Controller is:
Mrs Carol Gregory
Responsibilities include:
· Determining the purposes for which personal data is processed.
· Ensuring notification to the Information Commissioner is accurate and up to date.
· Reporting any changes to the register within 28 days.

8. Policy Review
This policy will be reviewed and updated as necessary to:
· Ensure compliance with changes to data protection legislation.
· Reflect best practice in data management, storage, and security.
· Maintain confidence and trust among members, staff, and stakeholders.

This version streamlines the structure, uses plain English for clarity, and aligns with UK GDPR and DPA 2018, making it more readable and user-friendly while retaining all legal obligations.
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