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1. Policy Statement 

Carn Brea Leisure Centre Trust (“the Trust”) is committed to protecting the privacy, rights and 
freedoms of all individuals whose personal data we collect, use, store and process. 

The Trust recognises the importance of maintaining public confidence and ensuring that personal 
information is handled responsibly, securely and in accordance with applicable legislation. 

This policy sets out how the Trust complies with: 

• UK General Data Protection Regulation (UK GDPR) 
• Data Protection Act 2018 
• Privacy and Electronic Communications Regulations (PECR) 
• Information Commissioner’s Office (ICO) guidance and best practice 

This policy applies to all trustees, employees, contractors and any third parties acting on behalf of the 
Trust. 

 

2. Our Commitment 

The Trust is committed to ensuring that personal data is: 

• Processed lawfully, fairly and transparently. 
• Collected only for specified and legitimate purposes. 
• Adequate, relevant and limited to what is necessary. 
• Accurate and kept up to date. 
• Retained only for as long as necessary. 
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• Protected against unauthorised access, loss, misuse or disclosure. 
• Managed in a way that demonstrates accountability and compliance. 

 

3. Data Controller 

Carn Brea Leisure Centre Trust is the Data Controller for the personal information it processes. 

Contact Details 

Carn Brea Leisure Centre Trust 
Station Road 
Pool 
Redruth 
Cornwall 
TR15 3QS 

Email: rrosevear@cblc.co.uk 

 

4. Data Protection Lead 

The Board of Trustees has appointed the Chief Executive Officer as the Trust’s Data Protection Lead. 

Robert Rosevear 

Chief Executive Officer 
Carn Brea Leisure Centre Trust 

The Data Protection Lead is responsible for: 

• Monitoring compliance with data protection legislation. 
• Advising staff and trustees on data protection matters. 
• Managing data breaches and incidents. 
• Handling Subject Access Requests and other individual rights requests. 
• Liaising with the Information Commissioner’s Office (ICO). 
• Coordinating policy reviews and staff training. 

Overall responsibility for data protection compliance remains with the Board of Trustees. 

 

5. Data Protection Principles 

The Trust will comply with the seven principles of UK GDPR by ensuring personal data is: 
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1. Processed lawfully, fairly and transparently. 
2. Collected for specified, explicit and legitimate purposes. 
3. Adequate, relevant and limited to what is necessary. 
4. Accurate and kept up to date. 
5. Retained only for as long as necessary. 
6. Processed securely and confidentially. 
7. Managed in a manner that demonstrates accountability. 

 

6. Personal Data We Collect 

The Trust collects and processes information necessary to deliver leisure, health, fitness and 
community services. 

This may include: 

Membership and Customer Information 

• Full name 
• Address 
• Email address 
• Telephone number 
• Date of birth 
• Membership details 
• Attendance records 
• Booking records 
• Emergency contact details 
• Bank details (direct debit memberships only) 

Health and Accessibility Information 

• Medical conditions 
• Health declarations 
• Disability information 
• Accessibility requirements 
• Exercise referral information 

Children’s Information 

• Child’s name 
• Date of birth 
• Parent or guardian details 
• Attendance records 
• Emergency contact information 
• Relevant medical information 
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Staff Information 

• Recruitment records 
• Employment records 
• Payroll information 
• Pension information 
• Training records 
• DBS records 
• Performance and disciplinary records 

Safeguarding Information 

Where necessary to protect children and vulnerable individuals. 

Photographs and Images 

For marketing, promotional materials, website content, social media content and community 
engagement activities. 

Where required, consent will be obtained before photographs or images are used. 

CCTV Footage 

For security, public safety, crime prevention, incident investigation, insurance claims and protection of 
staff, customers and property. 

 

7. Lawful Basis for Processing 

The Trust processes personal data under one or more of the following lawful bases: 

Contract 

To: 

• Provide memberships 
• Process bookings 
• Deliver swimming lessons 
• Deliver health and fitness programmes 
• Manage customer accounts 
• Process payments 
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Legal Obligation 

To: 

• Meet employment law requirements 
• Fulfil safeguarding obligations 
• Meet health and safety duties 
• Comply with HMRC and pension requirements 
• Respond to lawful requests from authorities 

Legitimate Interests 

To: 

• Operate and improve services 
• Manage customer relationships 
• Investigate complaints and incidents 
• Prevent fraud and misuse 
• Protect facilities and assets 
• Monitor participation and attendance 

Consent 

Where required for: 

• Marketing communications 
• Promotional photography and videos 
• Optional communications and activities 

Individuals may withdraw consent at any time. 

 

8. Marketing Communications 

The Trust may communicate with members and customers regarding: 

• Membership information 
• Service updates 
• Events and activities 
• Facility changes 
• Newsletters 
• Promotional offers 

Marketing communications may be delivered through: 

• Email 
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• SMS 
• Mobile applications 

The Trust currently uses systems including Gladstone, Campaign Monitor and Audience Builder. 

Individuals may unsubscribe or amend communication preferences at any time. 

 

9. Online Services and Digital Platforms 

The Trust provides online membership management, bookings and customer account services 
through Gladstone systems and associated mobile applications. 

The Trust also maintains official accounts on social media platforms including: 

• Facebook 
• Instagram 
• LinkedIn 
• TikTok 

Individuals using these services should also review the privacy policies of those platforms. 

 

10. Information Sharing 

The Trust may share personal information where necessary with: 

• Payment processing providers 
• Software providers 
• IT support providers 
• Insurance companies 
• Legal advisers 
• Emergency services 
• Medical professionals 
• Authorised fitness testing organisations 

The Trust may also provide anonymised attendance and participation statistics to funding bodies 
where required. 

The Trust does not sell personal information to third parties. 

Appropriate contractual and security safeguards will be in place when personal data is shared. 
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11. Special Category Data 

The Trust may process special category data including: 

• Health information 
• Disability information 
• Safeguarding information 

Such information will only be processed where a lawful basis and appropriate condition under UK 
GDPR exists. 

Access to this information will be restricted to authorised personnel with a legitimate need to know. 

 

12. Data Security 

The Trust takes appropriate technical and organisational measures to protect personal data from 
unauthorised access, loss, misuse, alteration or disclosure. 

Measures include: 

• Password protected systems 
• Role-based access controls 
• Secure cloud systems 
• Firewall and antivirus protection 
• Staff training and awareness 
• Secure disposal procedures 
• Physical security measures 

All staff are required to maintain confidentiality and protect personal information at all times. 

 

13. Data Retention 

The Trust will only retain personal information for as long as necessary to fulfil the purpose for which 
it was collected and to meet legal, regulatory, safeguarding, insurance and operational requirements. 

The retention periods set out below have been approved by the Trust and will be reviewed 
periodically. 
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Membership Records 

Membership records, attendance records and booking information will normally be retained for up to 5 
years after membership or participation ends. 

Swimming Lesson Records 

Swimming lesson records will normally be retained for up to 5 years after participation ends. 

Parent and Guardian Information 

Parent and guardian information associated with children’s activities will normally be retained for up to 
5 years after participation ends. 

Routine CCTV Footage 

Routine CCTV footage is retained for a maximum of 30 days before being automatically deleted or 
overwritten. 

Downloaded CCTV Footage 

Where CCTV footage is retained for: 

• Accident investigations 
• Safeguarding concerns 
• Insurance claims 
• Criminal investigations 
• Disciplinary investigations 
• Legal proceedings 

It may be retained for up to 5 years or longer where required by insurers, legal advisers or statutory 
obligations. 

Accident and Incident Records 

Accident and incident records will be retained in accordance with legal and insurance requirements. 

Staff Records 

Personnel records, payroll records, pension records and employment records will normally be 
retained for 7 years following the end of employment unless a longer retention period is required by 
law, HMRC requirements, pension regulations, safeguarding obligations or for the defence of legal 
claims. 
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DBS Information 

DBS information will be retained and disposed of in accordance with DBS guidance and legal 
requirements. 

Safeguarding Records 

Safeguarding records will normally be retained for up to 5 years following the closure of a 
safeguarding concern unless legislation, guidance or legal proceedings require a longer retention 
period. 

Financial Records 

Financial records, accounting records and associated documentation will normally be retained for 7 
years in accordance with statutory and audit requirements. 

The Trust maintains a separate Data Retention Schedule containing detailed retention periods for all 
categories of information. 

 

14. Individual Rights 

Individuals have the following rights under UK GDPR: 

• The right to be informed. 
• The right of access. 
• The right to rectification. 
• The right to erasure. 
• The right to restrict processing. 
• The right to data portability. 
• The right to object. 
• Rights relating to automated decision-making and profiling. 

Requests should be submitted to: 

rrosevear@cblc.co.uk 

The Trust will normally respond within one calendar month. 

 

15. Subject Access Requests 

Individuals may request access to personal information held about them. 

Requests may be made verbally or in writing. 
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The Trust may request proof of identity before information is disclosed. 

Where CCTV footage contains images of third parties, appropriate redaction measures may be 
applied before disclosure. 

 

16. Data Breaches 

All actual or suspected personal data breaches must be reported immediately to the Data Protection 
Lead. 

The Trust will: 

• Investigate all incidents. 
• Assess risks to individuals. 
• Take appropriate corrective action. 
• Notify the Information Commissioner’s Office (ICO) where legally required. 
• Notify affected individuals where legally required. 

The Data Protection Lead will determine whether a breach is reportable to the ICO and whether 
affected individuals must be informed. 

 

17. Staff Responsibilities 

All staff must: 

• Follow this policy and any associated procedures. 
• Protect personal information. 
• Maintain confidentiality. 
• Use personal data only for authorised purposes. 
• Report incidents promptly. 
• Complete required training. 
• Protect passwords and access credentials. 
• Ensure personal information is not disclosed to unauthorised individuals. 

Failure to comply with this policy may result in disciplinary action. 

 

18. Training and Review 

The Trust will provide appropriate data protection training and guidance to staff. 
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Training will be refreshed periodically and whenever significant legislative, technological or 
operational changes occur. 

This policy will be reviewed annually or sooner if legislation, guidance or organisational requirements 
change. 

 

19. Complaints 

Individuals who are dissatisfied with how the Trust handles their personal information should contact 
the Data Protection Lead in the first instance. 

If concerns cannot be resolved, individuals have the right to lodge a complaint with the Information 
Commissioner’s Office (ICO). 

Information Commissioner’s Office 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

Website: www.ico.org.uk 

 

Policy Approval 

Approved by the Board of Trustees of Carn Brea Leisure Centre Trust. 

Chris Hunter - Chair of Trustees 

Signature: _______________________________ 

Date: _______________________________ 

 

Chief Executive Officer / Data Protection Lead 

Robert Rosevear 

Signature: _______________________________ 

Date: _______________________________ 


