
Cambridge Triathlon Club (CTC) is committed to protecting and respecting your privacy. For any personal data you 
provide for the purposes of your membership, CTC is the Data Controller and is responsible for storing and otherwise 
processing that data in a fair, lawful, secure and transparent way.

Awareness
1. Identify who will be your data protection lead;
2. Identify how you will communicate with your members and where relevant, your race entrants, the impact that the GDPR

will have on your Club;
3. Agree and communicate who members should contact regarding data protection issues; you might consider having a

separate committee post to cover data protection depending on the size of your club;
4. Make sure that your volunteers and coaches are also aware of the GDPR and data protection issues and that they know

who to talk to if they were to receive a Subject Access Request.

1. Communications	Officer
2. Private	email	list,	mailchimp	and	closed	Facebook	group.
3. Communications Officer
4. Communications Officer

Information you hold
5. What personal data is held by the Club;
6. Is the data actually needed;
7. Where does the data come from;
8. Basis on which it was collected;
9. Is it shared with anyone and if so, how and why and in what format;
10. How is that data held, used, stored and disposed of;

5. Membership	details	-		name	|	DOB	|	email	Address|	home	address	|	telephone	numbers	|	mobile	number|	medical
issue	|	job	|	marshall	|	Facebook	name	|	EMC	details	|	IP	address	|

6. Yes, as	proof	of	membership	and	for	the	running	of	the	club
7. Member	profile
8. Membership	application	form
9. Club	officals	for	the	runnning	of	the	club;	British	Triathlon	Federation and	England	Athletics	for	membership.
10. Data	is	held	on	the	membership	website,	used	for	membership,	used	for	internal	communications.	The	data	is

held	with	the	membership	database.	The	membership	database	is	deleted	each	year,	a	compressed	backup	of
the	database	is	held	for	a	period	of	one	year.	The	internal	email	list	contains	email	addresses only.	Members	can
remove themselves	and	edit	their	information.	The	list	is	deleted	each	year.

Communicating privacy information
11. How you are going to make this available to your members.

11. The	information	is	on	the	membership	site.

Individuals’ rights
12.  the right of access;
13. the right to rectification;
14. the right to erasure;
15. the right to restrict processing;
16. the right to data portability;
17. the right to object; and
18. the right not to be subject to automated decision-making including profiling.

12. An	individual	can	log-in	to	their	account	details	the	membership	website.
13. An	individual	can	log-in	to	their	account	details	and	change	any	information	held	by	the	club	on	the	membership

website.
14. An	individual	can	request	that	their	information	be	deleted	by	contacting	the	Membership	Secretary.
15	|16	|	17	|	18	.		An	individual	can	action	this	by	contacting	the	Membership	Secretary.



Subject access requests
19. You will have a month to comply.
20. You can refuse or charge for requests that are manifestly unfounded or excessive
21. If you refuse a request, you must tell the individual why and that they have the right to complain to the supervisory

authority
22. and to a judicial remedy. You must do this without undue delay and at the latest, within one

month. 19	|	20|	21	|	22.		 An	individual	can	action	this	by	contacting	the	Membership	Secretary.

Consent
23. From your data audit, identify which datasets rely on consent as their lawful basis.
24. Do you have the right, GDPR-compliant consent for holding this information?
25. In order to contact your members for marketing purposes, you will have to have gained explicit consent. Make sure you

have obtained this if you intend to send out marketing communications to Members.
26. Put in a clear process to allow members to withdraw their consent at any given point. 

25. CTC	does	not	send	out	'marketing'	information	via	the	closed	email	list.  CTC	only sends	out	information	relating	to
the	running	of	the	club	and its activities.

26. A	member	can	remove	their email address	from	the	internal	communication	email	list	or	they	can	contact	the
Membership Secretary.

Children
27. Parental consent is obtained when processing the data of anyone aged under 13.
28. How do you engage with young people in the online world.

27. Parents	must	apply	on	behalf	of	their	children	to	become	members.
28. CTC	uses	a	closed	email	list	and	a	closed	Facebook	group	to	communicate	with	parents.

Data breaches
29. Accidently sending someone’s personal information to the wrong email contact.
30. Your Club must develop and document a process on how to investigate potential data breaches and should consider.
31. Losing a club file that contains all the member registration forms for members in your club.
32. A cyber-attack on the computer system that contains personal information.

29	|	30	|	31|	32.		 Any	data	breach	must	be	reported	to	the	the	Chairperson	and	the	Communications	Officer	immediately.
32. The	website	has	high	levels	of	security	and	monitoring.

Data Protection by Design and Data Protection Impact Assessment
33. If necessary to conduct a DPIA who will do it and who else needs to be involved?

33. The	Communications Officer,	Membership	Secretary	and	Chairperson

Data Protection Officers
34. Identify whether you are required to appoint a Data Protection Officer – see the ICO website. Either way, each Club is

recommended that they identify an individual to take responsibility for data protection compliance. It is important that 
this individual is fully supported by your Club’s Committee in order to carry out their role effectively.

14. We	are	not	required	to	appoint	a	Data	Protection	officer,	any	comment	should	be	passed	on	to	the	Communications
Officer

International
35. Do you operate outside of the European Union

14. No

23 | 24.  Consent would be needed for contacting people who have entered races that CTC run.




