
Sussex County Archery Association 

The General Data Protection Regulations 2016 
Holding and using your members’ 
Personal Data without breaking the law 

 
 
 
This Information Sheet describes some specific ways that the General Data Protection Regulations 
(GDPR), which come into full operation on 25th May 2018, are likely to apply to Sussex Archery Clubs 
and suggests ways to help the Clubs comply. This doesn't take account of any purely Local, Club-
Specific circumstances, but tries to consider the kind of activities and organisation that Archery Clubs 
tend to engage in. 
 
The Regulations apply to all Enterprises or Organisations that Collect and /or Process Personal Data. 
The GDPR seems to consider all Organisations, even not-for-profit Clubs and Societies, to be engaged 
in a 'Business'. Previously, not-for-profit organisations were given special dispensations, but now 
only a very few special instances escape (only bodies with a political, philosophical, religious or trade 
union aim), so Sports Clubs generally have to operate within the Regulations, but as most are 'Small 
or Micro Enterprises' they are at least relieved of most of the paperwork. 
 
The Information Commissioner's Office has issued a 12-point Guide to meeting the requirements of 
the Regulations (which are a development of the two preceding Data Protection Acts, and will 
continue to be enforced after the UK leaves the EEC) which explains the general points surrounding 
the legislation. This Sheet focusses on our particular issues, and so you should read through the ICO 
12-points first as it deals with the general picture. 
 
A number of Sports and similar organisations have issued Guides for their members, there are 
several links in the Appendix to examples, which will help you get a grasp of the issues, and how they 
bear slightly differently on different activities. 
 
Under the new principle of accountability, Archery Clubs and Associations will need to be able to 
demonstrate their compliance with the GDPR. This will require having appropriate policies and 
procedures in place, complying with record keeping requirements, data management, including 
determining appropriate retention periods for different categories of personal data and possibly 
conducting data protection impact assessments to determine risk levels of processing activities, 
particularly when processing sensitive personal data. 
 
 
  



Legality of collecting personal data 
Anyone collecting and processing data must have a legal justification for holding and 
processing it. 
A number of principles are stated defining what is considered a legal justification, and at least one 
must apply; the two that could apply to Archery Clubs / Associations / Societies are:  

· Having freely-given Permission to Process Data  
· Needing to Process Data in order to carry out a Legitimate Activity. 

 
The principal legitimate basis for Archery Clubs, Associations and Societies will be that in order to 
operate they need to keep records to allow them identify and contact their members and to record 
qualifications and performance and any restrictions. This means that requiring members to give 
permission for their data to be held and processed to some extent is a pre-condition of membership, 
so permission is not freely given for all of the data requested. Note that in most situations it would 
be possible to opt out of some data uses, but not all. 
 
Anyone collecting and processing data must have explicit permission to use the data for 
all the purposes it is going to be used for. 
A clear affirmation must be made - members must Opt-In, and what is being agreed must be stated 
clearly. The Regulations require parental / legal guardian permission to be given for young people 
less than 16 years old. 
The Data Categories that clubs will need to hold are likely to be Name, Archery GB Membership 
Number, Date of Birth, Address and other Contact information, whether claiming or self-certifying a 
Disability, Medical Alerts, AGB Shooting Handicap, AGB Shooting Classification and Archery 
Qualifications. The club is only likely to be interested in Date of Birth insofar as it has an effect of 
appropriate Shooting Distances and eligibility for Awards, and eligibility to Reduced Membership 
Subscription for Young Adults, and eligibility for Veteran or Masters Awards. Clubs may need to 
collect additional personal data as required by the Governing Body, Archery GB - see below. 
 
If anyone collecting and processing data is going to pass any of the data to third parties 
they must indicate for what purpose, and to whom. 
In many cases this would be a fairly general statement saying that data will, or may, be shared with 
associates, and as required for Law-Enforcement, but the purpose must be clearly stated, especially 
if for marketing. Where data will in all cases be passed to a third party, such as a Governing Body, 
then it is good policy to name the third party and indicate how to find its Privacy Policy.  
 
These notes are intended for Archery Clubs affiliated to Archery GB and to the County and Regional 
bodies, so as a condition of membership and to comply with Archery GB's and their Insurer's 
requirements, Clubs must pass some information on to Archery GB (AGB) and to the Sussex County 
Archery Association (SCAA), who will in turn both pass on some information to the Southern 
Counties Archery Society (SCAS). At this time, except where required by Disciplinary or Complaints 
Procedures, or Law Enforcement, neither SCAA nor SCAS passes, or has plans to pass, personal data 
to any other party, although they may pass anonymous statistical data to AGB if required to do so. 
Both SCAA and SCAS are mainly interested in knowing who is eligible for performance awards and 
grants and who will support their events and activities (SCAA requires Name, Gender,  date of birth, 
Club affiliation, AGB membership number, and optionally requires contact information, particularly 
eMail address; SCAS requires Name, Gender, date of birth, County, and AGB Membership Number). 
SCAS also needs data relating to Coaching and Judging, although this information doesn't normally 



get passed up by Clubs or the County Association, it's provided directly by the Judges, or via the 
County Coaching Organisations. 
 
AGB has wider interests, and needs to raise funds both from Grant-Giving Bodies (who may require 
demographic data) and by Sponsorship and Commercial Partnerships (who may require such data as 
Mailing Lists and age profiles of adults), as well as needing information about performance awards 
and qualifications, and needing delivery addresses for the Archery UK magazine and e-bulletins. Club 
Members should be directed to the AGB Privacy Policy, which lists AGB's uses of personal data. It is 
possible for members to opt out of a number of these data categories / uses. Most of the data 
required by AGB will be the same as needed by Clubs, but additionally Clubs may be asked to 
provide details of ethnicity and date of birth of all members to demonstrate the inclusivity of the 
sport in order to attract funding. AGB also needs much fuller information about disabled archers 
who are likely to take part in National or International Competition, in particular they need to know 
their official WA ParaArchery Disability Classification.  
 
Data Management 
Think about these points… 

1. Consider what data you hold: who holds it and who has access to it? 
2. Consider where that data came from: how is it up-dated, how regularly it is up-dated, how 

long you hold it for? 
3. Consider what you do with the data: who you give it to, how do you transfer it to other 

people/organisations (including transfer to AGB and SCAA)? 
4. Consider the security of data: where do you hold data, what data do you encrypt/password 

protect? 
5. Do you have permissions from your members to do what you do with their data, when was 

that permission (consent) given? 
6. Do you have a data protection policy, is it adhered to, is it current? 

 
Data Breaches 
All data must be kept securely and used without being revealed to people or bodies not 
authorised to see it. 
Any breach of data security must be notified to the Information Commissioner's Office (ICO) within 
72 hours if the breach is likely to result in a risk to the rights and freedoms of individuals – if, for 
example, it could result in discrimination, damage to reputation, financial loss, loss of confidentiality 
or any other significant economic or social disadvantage. 
It's unlikely that the kind of data collected and held for Archery Club purposes would result in these 
kinds of consequences (unless the club held data that might enable access to members’ banks 
accounts for instance), although the Regulations state that particular care must be taken to protect 
data that relates to children, and for Archery Clubs the most sensitive data held is likely to be their 
contact information. So far as possible children should be contacted through their parent /guardian, 
and direct contact details not kept.  
Another area potentially requiring particular confidentiality might be Medical Alert information; but 
as most clubs will not have the specialised resources or competence to deal with medical 
emergencies, there doesn't seem any particularly compelling reason for a club to hold details of any 
medical condition beyond perhaps flagging that particular members might be prone to a medical 
emergency. Individual members may feel it is in their own best interests to inform other club 



members of any risks so that everyone is prepared, acts appropriately and promptly, and doesn't 
waste time trying to find information in Club documentation which may not exist. 
 
The Right to Collect and Use Data 
Data Collectors may only ...  

· use personal data for the legitimate uses it was originally collected for 
· keep personal data while it is still needed 

 
The kind of data categories clubs are likely to hold: 
Name 
Gender 
Date of Birth 
Archery GB Membership Number  
 

Contact Information: - 
Street Address 
Land-line Telephone 
Mobile Telephone 
eMail address  -  Social Media IDs 
 

Qualification such as Beginners Course completed, Coaching workshops attended, Coaching 
Qualification Level 
Performance Data such as Shooting Handicap or Classification 
Self-certified Disability 
Para-Archery Classification 
 

Medical or Physical Alerts 
 
 
The kind of data categories clubs should be cautious about holding: 

· Members’ Bank Account Details and / or Direct Debit agreements 
When making payments to members, Clubs should always try to use payment systems which 
do not require knowledge of the payees account details, or the payee should provide the 
information on a ‘one-use’ basis, and the club should erase the information after use.  
Direct debit arrangements set up to draw down subscriptions for instance, if compromised, 
could give an intruder unlimited access to the account owners funds. If a Club adopts Direct 
Debit payments or a similar scheme to collect subscriptions, then suitable robust security 
measures must be implemented. Any breach of security would need to be detected and 
reported to the ICO within 72 hours. 

· Direct contact information for Juniors 
Contact should always be through the Parent or Legal Guardian 

 
The kind of data uses clubs are likely to implement: 

· To identify the Members 
· To ensure Members are up to date with Subscriptions 
· To enable contact with the Members 
· To determine whether attendance by a Parent or Guardian is required 



· To determine whether Members qualify for a particular age-group for competition purposes 
(Junior Age-Group; Under 25; Adult; Master; Veteran) 

· To confirm that Members have had basic training and whether they have obtained more 
advanced qualifications 

· To ensure Members are properly insured by being currently and continuously affiliated to 
Archery GB 

· To ensure Members are currently affiliated to the County and Regional Bodies 
· To keep records of personal Classifications and Handicaps and to keep records of highest 

Score achievements. 
 
Processing 
It's likely that all processing by Clubs will fall into one or more of the following: 

· Communications: Distributing Notices, News and Information 
· Subscriptions: How much is due, and whether paid or over-due for payment 
· National, Regional and County Bodies: Extracting Membership Data and paying Subscriptions  
· Performance: Updating Records and Handicap and Classification ratings 

Clubs that organise Lessons, Tournaments or other Archery Events will collect and use personal data 
in other ways. Participants (who may not be members of the Club) should give their consent to these 
other uses on the entry / registration form of each event. 
 
Data Subjects’ Rights 
The GDPR is focussed on harmonising and equalising the level of protection of the rights and 
freedoms of natural persons, in particular the right to the protection of personal data.  
Included among these Rights are… 
The Right to know what Data is held 
Members may request (“Subject Access Request”) a copy of the personal information held about 
them, which must be provided. Before passing over data, Clubs should be certain the data is being 
given to the correct individual, so it’s reasonable to ask the applicant to prove their identity. This 
service must be provided free of charge unless the request is manifestly unfounded or excessive. 
The Right to have Data corrected 
Data controllers and processers must kept records correct and up to date, and respond promptly. 
The Right to be Forgotten 
As said above, Archery Clubs, Associations and Societies cannot operate without holding personal 
information about their members; and similarly they frequently hold records and archives of their 
activity and of members’ achievements, which will include some personal data, usually non-
sensitive. Additionally they may have to hold some data for longer periods to satisfy Legal 
Requirements. 
In the event of a request to erase all personal data, Clubs / Associations / Societies would no longer 
be able to administer the Subject’s membership, so membership would have to be terminated if that 
had not already happened; and some personal data might remain in archived material or because of 
a legal requirement. 
 
What clubs need to do: 
Keeping and Transferring Data  
Whether digital or on paper, data should be kept securely, either by being encrypted, and / or kept 
on a device that isn't connected to the Internet, or by being hidden and / or locked away. 



Likewise, when being transferred, electronic data should be encrypted, and paper documents should 
be kept under supervision at all times. 
 
 
Data Security 
Keeping personal data on a device that's connected to the Internet does increase the chances of it 
being stolen or compromised. If you do keep the data on such a device, as well as being encrypted 
it's advisable to keep the data in a folder or drive that's not visible from the rest of the network. If 
you keep your data 'in the Cloud' you should satisfy yourself it is being kept securely. 
The commonest data breaches involve access to email accounts, so even if your mailing list is kept 
separately in a file, if you've sent emails to members from your normal email account, the addresses 
will probably be listed among the 'Collected Addresses' where it can be harvested by Malware. The 
safest way to keep addresses securely is to use a mass-mailing service (or software, provided it 
doesn't cause your email to be blacklisted for sending out too much mail from an un-verified server) 
that sends messages individually, and most services and software can treat the mailing list as a 
proper 'Opted-In and Opt-Out' Subscribed list that complies with Data Protection and Privacy rules. 
It's very common to receive emails where the entire mailing list is visible in message header. 
Whether this is a data breach depends on circumstances, in a club situation everyone may already 
know everyone else's e-mail address (which anyway is not the most sensitive piece of personal 
data), but all the same, many people find it annoying to have their email address sent out to all and 
sundry, and an additional and very real problem is that in every group of people there seems to be 
at least one with a compromised / hacked email account, so the entire list is now loose in SPAM-
land. . To avoid this, at the very least the mailing lists should be sent as “Blind Copies” – usually 
abbreviated to BCC. Again, a more reliable solution is to use a mass-mailing service that doesn’t rely 
on the sender choosing BCC instead of CC.  
In the same way that email addresses can escape into cyberspace, paper documentation or data on 
discs or memory sticks in transit can get left in taxis and trains if not properly kept in the control of 
the courier. 
 
 
Data Transactions 
Data collectors should 

· Know what data exists 
· Know where and how the data is held 
· Know how the Data is managed 

Your club must keep track of sensitive personal data and have proven audit trails of the 
processing of such information. 
Note that the Regulations refer to 'sensitive' data, which Archery Clubs, Associations and 
Societies are not generally concerned with. All the same, it makes sense to keep some kind 
of simple Log of processing operations. Keeping full records is obligatory for organisations 
with 250 or more employees, which will exclude all Archery Clubs and Bodies in the UK; the 
rules applying to large companies are in the Appendix below, and give some idea of what 
might be recorded in the simple Log. 

· Know who has access to the data 
 
 
 



Privacy Policy / Privacy Statement 
Every Data Collector / Processor must issue a Privacy Statement which must be easily accessible. This 
document is a statement of the legal basis for collecting and holding personal data, and how the 
Club will use Members' Personal Data, and whether it will be made available to Third Parties, and 
how long the Data will be kept. It should also explain the Member's Rights to opt out of some or all 
of the data use and processing, to have their details removed, etc. 
 
 
Membership Forms 
The GDPR requires that anyone providing personal data must be informed what the data is being 
collected for and whether it will be shared, and if they agree to the data being collected and used, 
they must indicate and affirm that they do; the Data Collector / Processor may only keep and use the 
data if they are given positive permission to do so. The default position is that they may not use the 
data until given permission. 
 
It is recommended that Clubs include the following wording and declaration / tick boxes on the club 
membership application forms, above the applicant's signature. 
 

"USE OF DATA COLLECTED ON THIS FORM: 
The data and information which you enter will be used by the Club to administer your 
Membership, keep track of your development as an archer, and to contact you from time to 
time to keep you informed about Club Activities. We will not share your personal data with 
anyone else, except as stated below, which is an essential part of your participation in the 
sport, and among other things provides compulsory insurance. 
This club is affiliated to Archery GB which is the national governing body for archery in Great 
Britain, and to the Southern Counties Archery Society which is the regional body, and to the 
Sussex County Archery Association which is the county body. It is a condition of our 
affiliation with all these bodies that all our members must also be affiliated members of the 
three bodies. Unless you are already affiliated to AGB, SCAS and SCAA by virtue of being a 
member of another Archery Club, when you become a member of this club, or renew 
membership, your subscription will include the affiliation charges of any of the bodies you 
are not already a member of, and you will be automatically affiliated to those bodies. 
The Club will share your membership details with the bodies, which will mean that you will 
be eligible to take part in County, Regional and National Events and eligible to win Awards. 
You will also be eligible to apply for grants and benefit from Coaching and Judging supported 
by these bodies, and could even be chosen to represent County, Region, Home Nation or 
Great Britain and Northern Ireland. Benefits of affiliating to Archery GB include Insurance 
Cover, a quarterly magazine delivered to your home address, and if you opt-in, e-bulletins 
delivered to your device from time to time, and opportunities to win a variety of 
performance and improvement awards from Novice to Grand Master. The Privacy 
Statements of the three bodies are accessible on their websites: 
www.archerygb.org  -  www.scasarchery.com  -  www.sussex-archery.org.uk 
Neither SCAS nor SCAA will share your personal data with third parties. Archery GB will 
provide links to a personal account on the Members Portal, where you can confirm or 
change privacy settings and check the data they hold about you. Archery GB may share your 
data with others, including commercial partners, depending on your privacy preferences, 
generally in order to attract funds for the sport. 
 



Please tick this box: to indicate that you understand and agree to your data being shared. 
This is a condition of membership of the Club. 
 
And please tick this box: if you agree to receive email communications from the Sussex 
County Archery Association giving news of County Championship Events, Meetings, Coaching 
/ Training / Development opportunities, Club Events organised around the County and 
similar Archery-related topics of local interest." 

 
 
Tournament Entry Forms 
Personal data provided by Entrants is used to compile Results Sheets that are published after the 
Competition. None of this data is likely to be of a sensitive nature (Disability might be considered to 
be sensitive under some circumstances, but in the context of a Competition anyone declaring 
themselves as Disabled is doing so because they wish it to be recognised). The main purpose of a 
Competition is to make comparisons between performances, and publication of results is an 
inseparable part of this process. Results Sheets may fairly be regarded as Historic Documents that 
should be archived indefinitely for future reference. Where UK or World Record Status has been 
granted it is a condition that the published Results Sheets shall include the names of all entrants, in 
other words Entrants may not opt out of being named in the results unless they have fully 
withdrawn before the start of the competition. Many non-Record-Status competitions follow these 
conventions. 
It's also common practice that entries to Archery competitions are often submitted by proxy, such as 
when one individual submits entries for multiple archers, which can make it impractical for each 
individual to sign to give permission for their personal data to be published. 
In view of the above, it would seem reasonable to include a statement to the effect... 
 

"By submitting this form and entering this competition, entrants affirm they agree to their 
personal details being used to compile the Entrants / Target lists and Results Sheets, which 
will be published and may be archived for posterity." 

 
Tournament Organisers may wish to add that they will keep the address data and use it to advise 
entrants of future competitions, for up to 2? 3? 4? years after the most recent entry, or until asked 
to remove the address from the mailing list.  
 
Sometimes Tournament Organisers need to pass information such as lists of entrants to Venue 
Operators (some Military venues require car registration numbers, or even passport numbers or 
similar ID); and sometimes businesses attend at the venue who ask for names lists to help prepare 
personalised commemorative merchandise. If this is the case, TOs will need to make it clear and get 
the necessary consents. 
 
Data Retention 
The GDPR states that Personal Data should not be held for longer than necessary to fulfil the 
purpose for which it was collected, however Clubs, Associations and Societies have an interest in 
preserving a record of their history, and the GDPR does allow for the creation and maintenance of 
historical archives - see Appendix 3 below. There is also a case for keeping some contact data for a 
while after Membership has lapsed, as members sometimes return after a break. But after a 
reasonable period (which should be stated in the Privacy Statement and in the description of Data 
Uses) personal data, and in particular, sensitive data, should be effectively erased, apart from 



membership lists, results lists, match results and news reports and journals, and similar material 
which are to be kept as historical records. 
But always remember that there may be a legal requirement to keep data for a specified period of 
years for Insurance or Litigation purposes following an accident or insurance claim or similar 
circumstance. 
 
 

 

APPENDICES 
 
APPENDIX 1 
LINKS TO GUIDES ISSUED BY OTHER ORGANISATIONS 
 
Sport England 
http://www.sportenglandclubmatters.com/club-planning/governance/policies-procedures/data-
protection-policy/ 
 
Voluntary Arts 
https://www.voluntaryarts.org/gdpr-data-protection 
 
British Mountaineering Council 
(you will need to select the whole link below, copy it and paste it into your browser address box) 
https://www.thebmc.co.uk/media/files/Clubs/Club%20Guidelines/Data_Protection_Guidance_2017.
pdf 
and 
https://www.thebmc.co.uk/gdpr-mountaineering-clubs-introduction 
 
English Athletics 
https://www.englandathletics.org/clubs--community/club-management/gdpr-and-data-protection-
advice 
 
OFFICIAL: 
The Information Commissioners Office 
https://ico.org.uk/media/1624219/preparing-for-the-gdpr-12-steps.pdf 
 
https://ico.org.uk/for-organisations/resources-and-support/data-protection-self-
assessment/getting-ready-for-the-gdpr/ 
 
  



APPENDIX 2 
Article 30: GDPR Requirements for Records of Transactions 
1.Each controller and, where applicable, the controller's representative, shall maintain a record of 
processing activities under its responsibility. That record shall contain all of the following 
information: (a)the name and contact details of the controller and, where applicable, the joint 
controller, the controller's representative and the data protection officer; (b) the purposes of the 
processing; (c) a description of the categories of data subjects and of the categories of personal data; 
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(d) the categories of recipients to whom the personal data have been or will be disclosed including 
recipients in third countries or international organisations; (e)where applicable, transfers of personal 
data to a third country or an international organisation, including the identification of that third 
country or international organisation and, in the case of transfers referred to in the second 
subparagraph of Article 49(1), the documentation of suitable safeguards; (f) where possible, the 
envisaged time limits for erasure of the different categories of data; (g) where possible, a general 
description of the technical and organisational security measures referred to in Article 32(1). 
The obligations referred to in paragraphs 1 and 2 shall not apply to an enterprise or an organisation 
employing fewer than 250 persons unless the processing it carries out is likely to result in a risk to 
the rights and freedoms of data subjects, the processing is not occasional, or the processing includes 
special categories of data as referred to in Article 9(1) or personal data relating to criminal 
convictions and offences referred to in Article 10. 
 
APPENDIX 3 
Clause 65) Retention of Data - when lawful to keep when no longer required for immediate 
operational needs: 
"However, the further retention of the personal data should be lawful where it is necessary, for 
exercising the right of freedom of expression and information, for compliance with a legal obligation, 
for the performance of a task carried out in the public interest or in the exercise of official authority 
vested in the controller, on the grounds of public interest in the area of public health, for archiving 
purposes in the public interest, scientific or historical research purposes or statistical purposes, or 
for the establishment, exercise or defence of legal claims." 


