
Privacy Notice Checklist for Badminton Clubs
See below 5 steps outlined for your Badminton Club to consider when developing a Privacy Notice for personal information collected.  An example of a Privacy Notice for a Club Membership Form in a Badminton Club has also been provided in Appendix 1.
1. Identify the Personal Information that your Badminton Club holds and add to your Information Asset Register (please refer to example Information Asset Register for Clubs)
Decide what personal information assets to include in your Club Information Asset Register by working out:

· What personal information you hold 
· What you do with it and what you are planning to do with it;

· What you actually need

· Whether you are creating new personal information; and

· Whether there are multiple data controllers.

2. If your Badminton Club is relying on consent to share personal information, you should provide a Privacy Notice
Actively provide a Privacy Notice if:

· You are collecting sensitive information;

· The intended use of the information is likely to be unexpected or objectionable;

· Providing personal information, or failing to do so, will have a significant effect on the individual; or

· The information will be shared with another organisation in a way that individuals would not expect.

3. What should your Badminton Club do with the Privacy Notice?

· Display it clearly;

· Ask individuals to positively opt-in;

· Give individuals sufficient information to make a choice;

· Provide a clear and simple way for them to indicate that they agree; and

· Include a separate unticked opt-in box for direct marketing.
4. How should your Badminton Club write a Privacy Notice?
Remember to state on your Privacy Notice what information you are holding, how long you will be holding it for and ask members, etc, to confirm that the information they are providing is accurate and that they are content to provide on the basis outlined

Write and present a Privacy Notice effectively:

· Use clear, straightforward language;

· Adopt a style that your audience will understand;

· Don’t assume that everybody has the same level of understanding as you;

· Avoid confusing terminology or legalistic language;

· Draw on research about features of effective privacy notices

· Align to house style; and

· Align to the organisation’s values and principles;
· Be truthful;

· Ensure all the notices are consistent and can be updated rapidly; and

· Provide seperate notices for different audiences, e.g. Club Member, Coaching Contractor, etc.
· Please refer to Appendix 1 for an example of a Privacy Notice for a Club Membership Form in a Badminton Club

· Also, for Privacy Notices for Badminton Clubs to consider, please refer to column “N” in the example Club Information Asset Register.
5. Test and Review your Privacy Notice
Before your Badminton Club starts:

· Test your draft privacy notice; and

· Amend if necessary.

After your Badminton Club starts:

· Keep your privacy notice under review;

· Take account of any complaints about information handling; and

· Update it as necessary to reflect any changes in the collect and use of personal data.

APPENDIX 1- Badminton Club Privacy Notices

Below is an example of a Privacy Notice which could be added to your 

Club Membership Form (please tailor to suit your club):
Example Badminton club is collecting this personal information from members for the following reasons: 
· Ensure that the club member has paid annual fees

· Enable the club to monitor club membership levels and share figures with UB (Governing Body) and this will be retained for 7 years
· Highlight to members that member names and achievements may be contained in committee reports & AGM reports & Club noticeboard/e-zine/website/social media and these will be retained forever.
· To advise that if members undertake an Access NI check through the Club their name, role and date of check will be added to the Club Access NI monitor for 3 years.
· To advise members that personal information may be shared in a child safeguarding issue (to be retained for 7 years) or disciplinary issue (to be retained for 6 years from the end of the complaint) with relevant bodies including eg PSNI, NSPCC, Ulster Badminton.
· To advise members if they put themselves forward for team selection their name, date of birth and results will be used for selection purposes by the Club Selection Committee and wil be retained for (X) year.
· To advise members that if selected for a league team,  squad and/or Ulster Team their name will be shared with the league, squad or team organisers

· To advise members that name, results and/or key achievements, including photographs, may be included on the website to promote the Club 
· To inform members that personal information added will be on the Club website until 7 years after the website contract ends

· To advise members that name, results and/or key achievements, including photographs, may be included in the club Facebook/Twitter to promote the Club 
· To inform members that personal information on  Facebook & Twitter will be retained forever

· Inform members that the membership form will be retained by the Club for (X) years
· Advise members that Club Committee Post Holders and Safeguarding Officer names, telephone number and email address may be shared with Ulster Badminton in the annual Club Declaration Form and this will be retained for 7 years.
IF YOU AGREE WITH THESE PLEASE CAN YOU SIGN & DATE THE FOLLOWING STATEMENT TO PROVIDE YOUR CONSENT: 

"Do you agree that the information you have given on the membership form is accurate and are you content to provide information to the Club on the basis outlined above?"

Member Name: ___________________________________________________________________
Member Signature: _________________________________________    Date:_________________
