sporting way

DATA PROTECTION POLICY — last reviewed 01/12/2024

1. Introduction
Sporting Way is committed to protecting personal data and respecting the rights of the people
whose personal data we collect and use (data subjects). This policy explains our responsibilities
and how we will comply with the General Data Protection Regulation (GDPR).

Personal data is defined as that which relates to an identifiable living individual and includes
any expression of opinion about that individual. Within Sporting Way, personal data includes
information about job applicants, employees, volunteers, beneficiaries, donors, trustees, such
as name and address.

We process personal data to:

recruit, support and manage staff and volunteers
safeguard children and young people at risk
maintain our HR and financial records

recruit and support trustees

undertake research

respond effectively to enquiries and any complaints
communicating with our supporters
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This policy has been approved by Sporting Way's Subscribers/Trustees who are responsible for
ensuring that we comply with all our legal obligations.

2. The Principles
We are committed to protecting personal data from being misused, shared inappropriately or
being inaccurate.

We will ensure all personal data is:

processed lawfully, fairly and transparently;

collected for specified, explicit and legitimate purposes;

adequate, relevant and limited to what is necessary;

accurate and kept up to date, where necessary;

kept for no longer than is necessary where data subjects are identifiable;
processed securely and protected against accidental loss, destruction or damage;
processed in keeping with the rights of data subjects regarding their personal data.
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Data subjects, including employees, have the:

right to be informed about the processing of their personal data;

2. right to rectification if their personal data is inaccurate or incomplete;

3. right of access to their personal data and supplementary information, and the right to
confirmation that their personal data is being processed;

4. right to be forgotten by having their personal data deleted or removed on request where
there is no compelling for an organisation to continue to process it;

5. right to restrict processing of their personal data, for example, if they consider that
processing is unlawful or the data is inaccurate;
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6. right to data portability of their personal data for their own purposes (they will be allowed
to obtain and reuse their data);

7. right to object to the processing of their personal data for direct marketing, scientific or
historical research, or statistical purposes.

3. Application of the Policy
a. The Data Protection Policy applies to:

e successful and unsuccessful applicants, and former applicants (see appendix 3 for the
Applicant Privacy Notice)

e current and former employees which includes full time, part-time, sessional, casual
employees and contract workers, as well as volunteers

e young people — current and former members as well as visitors

e both manual and electronic records

b. All representatives of Sporting Way and volunteers who process personal information are
required to read, understand, and comply with this policy. Any individual who breaches the
policy may be subject to disciplinary action. If you are unsure about whether anything you
plan to do, or are currently doing, may breach this policy you must first speak to the Bradley
Pritchard.

c. Data subjects of Sporting Way will have their personal data processed in line with this
policy.

4. Personal Data
a. Sporting Way will collect and process personal data about a wide range of data subjects
when necessary. This includes data received directly from individuals and from other
sources. The personal data processed will be in both electronic and paper form and will
include the following:

—_

CVs, application forms, shortlisting and interview notes, references, etc. obtained
during selection processes

2. terms of employment

3. payroll information including tax, national insurance details and dates of birth

4. emergency contacts

5. health and sickness absence records

6. information about performance

7. details of any disciplinary investigations and proceedings

8. training and development records

9. contact names, addresses, telephone numbers and email addresses

10. visual images

1. personal and demographic information (date of birth, age, gender, nationality, etc.)

12. professional information (organisation, title, Board memberships, connections,

employment records, etc.)

13. support services (Looked After Children, Support/Key Workers, etc.)

14. safeguarding records (concerns, disclosures, meetings, etc.)

15. identification numbers

16. biometric data

17. financial information
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b.

18. information relating to a member’s use of their membership and activities at a Youth
Zone

Sporting Way may also hold special categories of personal data which is considered
sensitive personal data and includes information about an individual's race, ethnicity,
religion or similar beliefs, trade union membership, health (including physical and mental
health), genetic data, biometric data, sexual life, and sexual orientation. This sensitive
information may be processed not only to meet Sporting Way's legal responsibilities but,
for example, for purposes of personnel management and administration, suitability for
employment and to comply with the Equality Act. The processing of criminal record checks
is permissible when recruiting for a role which involves working with children or vulnerable
adults.

GDPR rules for special category data do not apply to information about criminal allegations,
proceedings or convictions. Sporting Way will not hold information relating to criminal
proceedings or offences or allegations of offences unless there is a clear lawful basis to
process this data such as where is fulfils one of the substantial public interest conditions in
relation to the safeguarding of children and of individuals at risk. However, this processing
will only ever be carried out by the Safeguarding Lead following legal advice.

5. Processing of Personal Data
Sporting Way will process personal data lawfully and transparently, providing individuals with
an explanation of how and why we process their personal data at the point when the data is
collected, as well as when we collect data about them from other sources.

For data to be processed lawfully, at least one of the following legal conditions, as listed in
Article 6 of the GDPR, must be met:
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the processing is necessary for a contract with the data subject;

the processing is necessary for Sporting Way to comply with a legal obligation.

the processing is necessary to protect someone’s life;

the processing is necessary for Sporting Way to perform a task in the public interest, and
the task has a clear basis in law.

if none of the other legal conditions apply, the processing will only be lawful if the data
subject has given their clear consent.

The processing of special categories of personal data is only lawful when the conditions above
are met, together with one of the extra conditions set out in Article 9 of the GDPR. These
include:

1.

2.

the processing necessary for carrying out Sporting Way's obligations under employment
and social security and social protection law.

the processing is necessary for safeguarding the vital interests (in emergency situations) of
an individual and the data subject is incapable of giving consent;

the processing is carried out in the course of Sporting Way's legitimate activities and only
relates to individuals we are in regular contact with in connection with our purposes.

the processing is necessary for pursuing legal claims;

if none of the other legal conditions apply, the processing will only be lawful if the data
subject has given their explicit consent.
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6. Consent for Processing Data

a.

Where none of the legal conditions for processing data apply, and consent is required from
the data subject, Sporting Way will clearly set out what we are asking consent for, including
why we are collecting the data and how we plan to use it. Consent will be specific to each
process for which we are requesting consent. Consent can be withdrawn at any time and
should this be the case, the processing of the data will stop. Personal data will only be
processed for the purposes which will be outlined by the representative of Sporting Way
prior to its collection or for other purposes specifically permitted by law.

Personal data will only be collected and used for the specific purposes described above and
Sporting Way will not collect any more than is required to achieve these purposes.

Sporting Way will ensure that any personal data held is accurate and, where appropriate,
kept up to date.

Sporting Way will ensure appropriate measures are in place to keep personal data secure,
including protecting it from unauthorised or unlawful processing, or from accidental loss,
destruction, or damage.

Sporting Way will keep clear records of our processing activities and of the decisions made
concerning personal data.

7. Rights of Data Subjects
Sporting Way will process personal data in line with the rights of data subjects, including their

right to:

1. request access to any personal data held by us (Subject Access Request);

2. ask to have inaccurate personal data changed;

3. restrict processing, in certain circumstances;

4. object to processing, in certain circumstances, including preventing the use of their data
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for direct marketing;

data portability, that is to receive some or all of their data in a format that can easily be
used by another person or organisation;

not be subject to automated decisions, in certain circumstances;

withdraw consent when we are relying on consent to process their data.

8. Sharing Information with Other Organisations and Transferring Data
Sporting Way will only share personal data with other organisations or people when we have a
legal basis to do so and if we have informed the data subject about data sharing through our
privacy policy unless legal exemptions apply to informing data subjects about the sharing.
Records will be kept of information shared with a third party.

9. Dealing with Data Protection Breaches
Where representatives of Sporting Way, trustees or volunteers think that data may have been
breached or lost, this must be reported as soon as possible to Bradley Pritchard (founder)
(bradley@sportingway.co.uk).
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