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Data Protection Policy  

Version 3 - Draft 

First Approved on: October 2022 

Last reviewed on: May 2026 

Date of next review: May 2029 

 

1. Introduction / Policy Statement 

1.1 The Bowls Development Alliance (BDA) is committed to protecting your personal data 

and respecting your privacy. This policy explains how we collect, use and look after 

personal data relating to anyone who interacts with us, including players, members, 

clubs, coaches, volunteers, staff, partner organisations and anyone visiting our website 

or contacting us for any reason. 

1.2 We have a legal duty to handle personal data fairly and responsibly under UK data 

protection law, and we take that duty seriously. We will always be open about what 

data we hold, why we hold it and how you can exercise your rights. 

1.3 The BDA will encourage its partner organisations, including affiliated National 

Governing Bodies and clubs, to adopt and demonstrate a similar commitment to the 

principles and practice of data protection. 

1.4 If you have any questions about how we use your personal data, please contact our 

Business Operations Manager using the details in Section 14. 

 

2. Policy rationale 

2.1 Data protection is about ensuring people can trust organisations to use their 

information fairly and responsibly. We believe that by handling personal data with care 

we build better relationships with everyone in the bowls community. 

2.2 This policy also supports our obligations under the Code for Sports Governance 2021 

and our Diversity and Inclusion Action Plan (DIAP). 

 

3. Definitions 

3.1    Personal data 

Any information that identifies or could identify a living person, for example a name, 

email address, phone number, photograph, membership number or health information. 

 

3.2 Special category data 
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A more sensitive type of personal data that requires extra protection: racial or ethnic 

origin, political opinions, religious beliefs, biometric data, health, sex life or sexual 

orientation. 

3.3 Processing 

Almost anything done with personal data, collecting, recording, storing, using, 

sharing, archiving or deleting it. 

3.4 Data controller 

The organisation that decides how and why personal data is used. The BDA is the 

data controller for the personal data described in this policy. 

3.5 Data processor 

A third party that processes personal data on our behalf and under our instruction (for 

example a software provider or mailing service). 

3.6 The six data protection principles 

The data protection laws set out 6 principles for maintaining and protecting personal 

data, which form the basis of the legislation. All personal data must be: 

a) processed lawfully, fairly and in a transparent manner and only if certain specified 

conditions are met, 

b) collected for specific, explicit and legitimate purposes, and not processed in any 

way incompatible with those purpose, 

c) adequate and relevant, and limited to what is necessary to the purposes for which 

it is processed, 

d) accurate and where necessary kept up to date, 

e) kept for no longer than is necessary for the purpose, 

f) processed in a manner that ensures appropriate security of the personal data using 

appropriate technical and organisational measures 

 

4. Scope of the Policy / Who it applies to 

4.1 This policy applies to everyone whose personal data the BDA processes, including: 

members of the public, players, members, coaches, volunteers, club officials, staff, 

directors, contractors and anyone else who provides us with personal data or whose 

data we hold. 

4.2 It also sets out the responsibilities of BDA staff and representatives when handling 

personal data on our behalf. All BDA staff, directors and volunteers must read and 

follow this policy. Breaching it is a serious matter and may result in disciplinary action. 

4.3 If you become aware that personal data is being handled incorrectly, please report it to 

the Business Operations Manager immediately. 
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5. How and why we use Personal Data 

5.1 The BDA collects and uses personal data only where we have a lawful reason to do 

so. We may hold and use personal data about you for the following purposes: 

a) registrations and participation in bowls activities; 

b) communicating with you about events, programmes, news and services relating 

to bowls; 

c) safeguarding and welfare - to protect the safety of players, volunteers and staff; 

d) equal opportunities monitoring and improving diversity and inclusion across the 

sport; 

e) complying with our legal obligations, including safeguarding legislation; 

f) managing relationships with partner NGBs, clubs and county associations; and 

g) operating our website and improving our services. 

5.2 We will only ever ask for the information we genuinely need. We will not use your 

personal data for purposes incompatible with those for which it was collected, and we 

will not sell your data to third parties. 

5.3 Where we rely on your consent to use your personal data (for example for marketing 

communications), you have the right to withdraw that consent at any time by 

contacting us using the details in Section 14. 

5.4 All personal data we process must comply with the six data protection principles set 

out in Section 3.6. Our staff are trained to apply these principles and are required to 

handle your data with care and respect at all times. 

5.5 The BDA regards any breach of this policy, or any act of unlawful discrimination, 

harassment, bullying or victimisation involving personal data, as serious misconduct. 

Appropriate action, including disciplinary action, will be taken against any 

representative of the BDA who breaches this policy or applicable data protection law. 

 

6. Data Breach Notification 

 

⏱ 72-hour rule: If we become aware of a data breach that is likely to risk your rights and 

freedoms, we are legally required to report it to the ICO within 72 hours, and to inform 

you without undue delay if the risk is high. 
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6.1 A data breach occurs when personal data is accidentally or unlawfully lost, destroyed, 

altered, disclosed or accessed without authorisation. If this happens, the BDA will 

assess the risk and take immediate steps to contain it. 

6.2 If you believe your personal data held by the BDA may have been compromised, 

please contact us immediately using the details in Section 14. 

6.3 Full procedures are set out in our separate Data Breach Policy. 

 

7. How we keep your data safe 

7.1 The BDA takes the security of personal data seriously and applies appropriate 

technical and organisational measures to protect it. These include: 

a) secure, encrypted storage of electronic records; 

b) password protection and restricted access to systems holding personal data; 

c) physical security for any paper records containing personal data; 

d) confidential disposal (shredding) of documents no longer needed; and 

e) regular staff training on data security. 

7.2 Personal data is only accessed by BDA staff, directors or authorised volunteers who 

need it to carry out their role. It is not shared with third parties without a lawful basis for 

doing so and, where required, a written Data Processing Agreement. 

 

8. Records of Processing Activities 

 

8.1 As required by Article 30 of UK GDPR, the BDA maintains a written Record of 

Processing Activities (RoPA) documenting: what personal data we hold; why we hold 

it; how long we keep it; who has access to it; and the security measures we apply. 

8.2 This record is maintained by the Business Operations Manager and is available to the 

Information Commissioner’s Office (ICO) on request. 

 

9. Data Protection Impact Assessments (DPIAs) 

9.1 Before starting any new activity that is likely to involve a high risk to individuals’ 

privacy, for example a new database, monitoring system or large-scale use of 

sensitive data, the BDA will carry out a Data Protection Impact Assessment (DPIA) as 

required by UK GDPR. 

9.2 Where a DPIA identifies a risk we cannot reduce to an acceptable level, we will consult 

the ICO before proceeding. 
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10. Third-Party Data Processors  

10.1 We sometimes use trusted third-party organisations to provide services on our behalf 

that involve processing personal data, for example website hosting, email platforms 

or event management software. We only work with processors who can demonstrate 

they will handle your data securely and in accordance with UK data protection law. 

10.2 We always put a written Data Processing Agreement (DPA) in place with any third-

party processor before they handle personal data on our behalf, as required by 

Article 28 of UK GDPR. 

 

11. International Transfers of Personal Data 

 

Note: Following Brexit, the applicable rules for the BDA on international data transfers 

are set by UK GDPR. Personal data must not leave the UK unless appropriate 

protections are in place — for example a UK adequacy decision or an 

International Data Transfer Agreement (IDTA). 

 

11.2 Where we need to transfer personal data outside the UK, for example to an 

international partner or software provider, we will ensure that appropriate safeguards 

are in place as required by UK GDPR. We will inform you if your data is transferred 

internationally. 

 

12. Our website and cookies 

12.1 When you use our website, we may collect certain information automatically such as 

your IP address, browser type and pages visited. This helps us understand how our 

website is used and improve your experience. 

12.2 Our website uses cookies. Some cookies are strictly necessary for the website to 

work. For other cookies, we will ask for your consent before placing them on your 

device. You can change your cookie preferences at any time via the cookie settings 

on our website. Following the Data (Use and Access) Act 2025, certain low-risk 

cookies do not require consent provided we are transparent about them and offer an 

opt-out. 

12.3 If you sign up to receive communications from us, we will only send them where we 

have your consent or another lawful basis for doing so. You can unsubscribe at any 

time by following the link in any email we send you or by contacting us directly. 
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13. Your rights 

13.1 Under UK data protection law you have the following rights in relation to your 

personal data held by the BDA: 

a) Right of access: you can ask us for a copy of the personal data we hold about 

you (a subject access request). 

b) Right to rectification: you can ask us to correct any inaccurate or incomplete data 

we hold about you. 

c) Right to erasure: you can ask us to delete your personal data where there is no 

compelling reason for us to keep it. 

d) Right to restrict processing: you can ask us to stop using your data in certain 

circumstances. 

e) Right to data portability: you can ask us to provide your data in a machine-

readable format so you can transfer it elsewhere. 

f) Right to object: you can object to us using your data for direct marketing at any 

time, and we will stop immediately. 

g) Rights in relation to automated decision-making: you have the right not to be 

subject to a decision made solely by automated means that significantly affects 

you, and to request human review. 

13.2 To exercise any of these rights, please contact our Business Operations Manager 

using the details in Section 14. We will respond within one month. There is no charge 

for making a request. 

13.3 We may need to verify your identity before responding to a request. If your request is 

complex or you have made several requests, we may extend our response time by 

up to two further months and will let you know. 

 

14. How to contact us / Complaints Procedure 

 

Legal requirement: This section fulfils the BDA’s obligation under Section 103 of the 

Data (Use and Access) Act 2025 (in force 19 June 2026), which requires all 

organisations to have a formal data protection complaints procedure. 

 

14.1 If you have any questions about this policy, want to exercise any of your rights, or 

have a concern about how the BDA has handled your personal data, please contact 

us: 
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Role Business Operations Manager 

Email dataprotection@bowlsdevelopmentalliance.com 

Post Pera Business Park, Nottingham Road, Melton Mowbray, 

Leicestershire, LE13 0P 

 

 

14.2 We take all complaints seriously. Once we receive your complaint we will: 

acknowledge it in writing within 10 working days with the view to investigate fully if 

required; respond in plain language explaining our findings and note any action 

taken; and inform you of your right to escalate to the ICO if you remain dissatisfied. 

14.3 If you are not satisfied with our response, or if you prefer to raise your concern 

directly with the regulator, you can contact the Information Commissioner’s Office 

(ICO): 

Website https://ico.org.uk/make-a-complaint/ 

Telephone 0303 123 1113 

Post Information Commissioner’s Office, Wycliffe House, Water 

Lane, Wilmslow, Cheshire, SK9 5AF 

 

14.4 You also have the right to bring a claim in court at any time. 

 

15. Legislative References 

15.1 This policy is based on the following legislation and guidance: 

a) UK General Data Protection Regulation (UK GDPR) and Data Protection Act 

2018, as amended by the Data (Use and Access) Act 2025: https://ico.org.uk/for-

organisations/guide-to-data-protection/ 

b) Privacy and Electronic Communications Regulations 2003 (as amended): 

https://ico.org.uk/for-organisations/direct-marketing-and-privacy-and-electronic-

communications/ 
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c) International transfers (IDTA and adequacy): https://ico.org.uk/for-

organisations/guide-to-data-protection/guide-to-the-general-data-protection-

regulation-gdpr/international-transfers/ 

 

16.  Responsibility for this Policy 

16.1 The BDA Board has overall responsibility for ensuring this policy complies with the law. 

The BDA Chairperson is responsible for its day-to-day implementation. The Business 

Operations Manager is responsible for maintaining and updating the policy. 

16.2 This policy does not form part of any employee’s contract of employment and may be 

amended at any time. 

17.  Review 

17.1 This policy is reviewed every three years, or sooner if there are significant changes to 

relevant legislation. The BDA will seek appropriate advice at each review to ensure the 

policy remains accurate and up to date. 

17.2 If you have any comments or suggestions on this policy, please contact the Business 

Operations Manager. 
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Annex 1 

This annex is for BDA staff, directors, volunteers and anyone acting on behalf of the 

BDA who handles personal data as part of their role. It provides more detailed 

guidance on your responsibilities. 

A.1 Personal data 

Data is personal data if it identifies or could identify a living individual. This includes: names 

combined with contact details; photographs and video; membership and reference numbers; 

health and disability information; safeguarding records; financial information; and marketing 

preferences. Even job titles may be personal data if only one person holds that role. 

Information about companies is generally not personal data, but information about the 

individuals within them (directors, sole traders, employees) usually is. 

 

A.2  Lawful basis for processing 

Every time we process personal data we must have a lawful basis. The most common bases 

for the BDA are: 

a) Consent: the individual has clearly agreed (e.g. signing up to a newsletter). 

b) Contract: processing is necessary to fulfil an agreement with the individual. 

c) Legal obligation: we are required by law to process the data. 

d) Legitimate interests — processing is reasonably necessary for our purposes and 

does not unduly affect the individual’s rights. 

e) Recognised legitimate interests [DUAA 2025]: a new category under the Data 

(Use and Access) Act 2025. Consult the Business Operations Manager before 

relying on this basis. 

The lawful basis for each type of processing is recorded in our Record of Processing 

Activities (RoPA). If you are unsure which basis applies, ask the Business Operations 

Manager. 

 

A.3 Special category data  

Special category data (health, ethnicity, religion, sexual orientation, biometric data, trade 

union membership etc.) and data about criminal records require additional justification before 

processing. You must have explicit consent or another specific condition. Always seek 

approval from the Business Operations Manager before collecting or using this type of data. 
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A.4 Privacy Notices 

Whenever the BDA collects personal data from an individual, we must tell them: who we are; 

why we need their data; our lawful basis; how long we will keep it; who we may share it with; 

whether data will be transferred internationally; and their rights. This information is provided 

through a privacy notice. Always use the BDA’s approved privacy notice for your activity.  

A.5 The Six Principles in Practice 

 

Lawful, fair and transparent: Collect data openly and honestly using approved forms and 

scripts. Never mislead anyone about how their data will be used. 

Purpose limitation: Use data only for the purpose it was collected for. If a new use arises, 

inform the individual and check whether a new lawful basis is needed. 

Data minimisation: Collect only what you genuinely need. Delete or destroy any data that is 

no longer required for its original purpose. 

Accuracy: Record data accurately. Correct any errors as soon as you become aware of 

them. 

Storage limitation: Do not keep data longer than necessary. Follow the BDA’s Data 

Retention Policy for guidance on retention periods. 

Integrity and security: Use encryption, strong passwords and access controls for electronic 

data. Keep paper records locked away. Use confidential waste disposal when destroying 

documents. 

 

A.6 Handling Data Subject request 

If anyone asks to access, correct, delete or restrict their personal data, or objects to how we 

are using it, this is a formal data subject rights request. You must: 

a) record the request immediately in writing; 

b) pass it to the Business Operations Manager the same day; and 

c) not act on it yourself without instruction. 

We must respond within one month. The Business Operations Manager will coordinate the 

response and may seek legal advice. When providing copies of data, redact any information 

relating to other individuals 

A.7 Foreign transfers of personal data 

 

Do not transfer personal data outside the UK without prior written approval from the 

Business Operations Manager. See Section 11 of the main policy for the legal requirements. 
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A.8 Automated decision making 

Under the Data (Use and Access) Act 2025, the strictest rules on automated decision-

making (ADM) apply where a decision is based solely on automated processing, produces a 

significant legal effect on the individual, and involves special category data. In those cases 

individuals have the right to human review and to challenge the outcome. 

For other automated decisions not involving special category data, a wider range of lawful 

bases may be used, but individuals must still be informed and given a meaningful way to 

contest outcomes. Any planned use of automated decision-making or AI tools must be 

notified to the Business Operations Manager before implementation. 
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