
 

EAST LOTHIAN LADIES COUNTY GOLF ASSOCIATION 

DATA PROTECTION POLICY 

 

Our data protection policy sets out our commitment to protecting personal data and how we 

implement that commitment with regards to the collection and use of personal data. 

 

We are committed to:- 

• Ensuring that we comply with the eight data protection principles as listed below 

• Meeting our legal obligations as laid down in the Data Protection Act 1998 and any 

replacement legislation and The General Data Protection Regulation (EU) 2016/679 

(the GDPR) 

• Ensuring that data is collected and used fairly and lawfully 

• Processing personal data only in order to meet our operational needs or fulfil legal 

requirements 

• Taking steps to ensure that personal data is up to date and accurate 

• Establishing appropriate retention periods for personal data 

• Ensuring that data subjects’ rights can be appropriately exercised 

• Providing adequate security measures to protect personal data 

• Ensuring that a nominated committee member is responsible for data protection 

compliance and provides a point of contact for all data protection issues 

• Ensuring that all committee members are made aware of good practice in data 

protection 

• Provide adequate training for all committee members responsible for personal data 

• Ensuring that everyone handling personal data knows where to find further guidance  

• Ensuring that queries about data protection, internal and external to our Association, 

are dealt with effectively and promptly 

• Regularly reviewing data protection procedures and guidelines within the Association 

 

Data Protection Principles 

1. Personal data shall be processed fairly and lawfully 

2. Personal data shall be obtained for one or more specified and lawful purposes, and shall 

not be further processed in any manner incompatible with those purposes 

3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or 

purposes for which they are processed 

4. Personal data shall be accurate and, where necessary, kept up to date 

5. Personal data processed for any purpose or purposes shall not be kept for longer than is 

necessary for that purpose or purposes 



6. Personal data shall be processed in accordance with the rights of data subjects under 

the Data Protection Act 1998 

7. Appropriate technical and organisational measures shall be taken against unauthorised 

and unlawful processing of personal data and against accidental loss or destruction of, 

or damage to, personal data  

8. Personal data shall not be transferred to a country or territory outside the European 

Economic Area unless that country or territory ensures an adequate level of protection 

for the rights and freedoms of data subjects in relation to the processing of personal 

data 

 

 

Our guidelines 

A. Collection of personal data 

 

1. We shall obtain the following information from all our members:- Name, address, 

telephone number or numbers, email address, home golf club and CDH number (or 

equivalent) for handicap purposes.  

2. This personal data is to ensure that we can contact our members in accordance with the 

Rules of the Association and notify their clubs of the results of our competitions to 

enable their handicaps to be updated, and to ensure that we have accurate information 

for the purposes of processing our completion results. 

3. The personal data shall also be used to notify members of impending events and news 

relating to our activities and those of our members in relation to successes on and off 

the course unless the member requests that their name be removed from the email list. 

Members may also receive emails providing information with regard to Scottish Golf, 

changes to handicapping, changes to the Rules of Golf and events at other golf clubs in 

East Lothian.  

4. We shall also obtain in the case of our junior members:- the name or names of the 

parents or carers and their email or telephone details where these are different from 

those of  the junior member, the dates of birth of the junior member and details of any 

health issues of which we should be aware. 

5. The data will be updated whenever a notification is received from a member or where 

the change is brought to our attention in connection with competition entries and will 

be reviewed annually in conjunction with membership renewals. 

6. Contact details provided by members when entering a hole & hole knock out 

competition will be included in the draw sheet to be accessed on the website. 

B. Consents 

1. Application forms for new members will be amended to draw attention to our data 

protection policy and privacy notice 

2. Existing members will be emailed requesting permission to continue to send emails  

3. Members who have already opted out of emails should be advised of data held and why. 

C. Records 

1. The Secretary should be the designated Data Protection Officer responsible in 

conjunction with the Treasurer for maintaining the records. 



2. Requests for information on the data held should be sent to the Secretary who should 

reply, providing the necessary information within 14 days subject to the Secretary being 

satisfied that the request is truly from the member for whom the request has been 

submitted.  

3. Members should be reminded to ensure that they advise of any change in personal data 

when the annual notices for renewal of subscriptions are sent out. Notices of changes 

should be sent to the Secretary. In the event of any changes being sent to the Captain or 

Treasurer they should be sent on to the Secretary within 7 days. 

4. The contact details provided by members for the knock out competitions should be cross 

checked against the data held and in the event of any discrepancies the new data should 

be checked with the member before updating ELLCGA records. 

5. The email addresses recorded under ellcga2@gmail.com are updated each year as a new 

contact group following renewal of membership. The group email addresses should be 

kept for the current year and previous year only. 

6. An excel spread sheet of members data will be created/updated by the Treasurer 

following renewal of subscriptions and resignations and relevant changes passed to the 

Secretary.  The up to date membership list will be sent by email to the Secretary, Captain 

and Vice-Captain. All computers on which the data is stored shall be password protected 

and any paper copies held securely and confidentially destroyed when their purpose has 

been served. There being no need to retain details of when a member joined it will be 

sufficient to retain only the current and preceding year data lists except in exceptional 

circumstances. 

7. A member has the right to object to ELLCGA holding her personal data and any request 

for erasure of the data must be carried out timeously. 

D. ELLCGA will not process personal data held by them in any way which might 

constitute automatic decision making. 

E. Members consent to release of data 

Members should be reminded when entering a knock out competition (Summer Hole & Hole 

and Winter Foursomes) that in entering the competition and providing a contact number and/or 

email address for the purpose of the competition, that information will be shown on the draw 

sheet which in turn will be published on the County website. 

No information will be shared with any 3rd party. 

F. Review of Data Protection Procedures. 

The Committee will review the data protection procedures as necessary and at least once a year 

in conjunction with the Treasurer’s report on new members, renewals and resignations. 

G. Accountability  

ELLCGA has a membership of under 250 and as such will comply with the rules relating to 

small organisations as determined from time to time with regard to how they process personal 

data. 

H. Breaches 

Loss of data or a data security incident is a personal data breach. Examples of this would be 

giving access to the data to an unauthorised person, sending the information to the wrong 

person or losing a computer or mobile device holding the information. In the event of such a 

breach the incident should be reported to the Secretary and Captain within 24 hours. 
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If the breach is deemed severe the Information Commissioner’s Office must be notified within 

72 hours of the Secretary and Captain becoming aware of the breach. The member affected by 

the breach will be similarly notified if there is a risk to their rights.   

 


