
Reviewed by the HCI Committee October 2017 1 of 2  Print Date: 08/11/2017 

DATA PROTECTION ACT 

 
Extracts from the Information Commissioners Office website:  www.ico.gov.uk 
 
All public and private organisations are legally obliged to protect any personal information they hold, and may be 
required to register with the Information Commissioner's Office (ICO).  The Data Protection Act doesn't guarantee 
personal privacy at all costs, but aims to strike a balance between the rights of individuals and the sometimes 
competing interests of those with legitimate reasons for using personal information.  It applies to paper records as 
well as computer records. 
 
Information should be kept for no longer than is necessary.  The Act does not specify what a ‘necessary’ period 
should be for particular information.  Each case would be considered on its own merits.  If an organisation is 
obliged to retain data for a given length of time under any other laws, this should be taken into consideration. 
 
The Act requires us to take appropriate technical and organisational measures to protect the personal information 
we process, whether we process it ourselves or whether someone else does it for us.  To decide what measures 
are appropriate we need to take into account the sort of information we have, the harm that might result from its 
misuse, the technology that is available to protect the information and also what it would cost to ensure an 
appropriate level of security.  
 
Where the information is held on a laptop or other portable device and could be used to cause an individual 
damage or distress, it should be encrypted.  The level of protection provided by the encryption should be reviewed 
and updated periodically to ensure that it is sufficient if the device was lost or stolen. 
 
When we employ another organisation to process personal information for us, we must choose one that we 
consider can carry out the work in a secure manner and, while the work is going on, we should check that they are 
doing this.  We must also have a written contract in place with them.  This contract must make sure they only use 
and disclose the personal data in line with our instructions; and require them to take appropriate security measures.  
When we contract or arrange with someone to process personal information on our behalf we remain responsible 
for the processing.  This means that we will be liable for breaches of the Act.  
 
Exemption from Registration with the ICO   (It has been assumed that the HCI falls within this exemption) 
 
Organisations which are established for not-for-profit making purposes can be exempt from notifying the ICO.  The 
exemption may therefore be appropriate for small clubs, voluntary organisations and some charities.  A not-for-
profit organisation can make a profit for its own purposes, which are usually charitable or social, but the profit 
should not be used to enrich others.  Any money that is raised should be used for the organisation’s own activities.  
 
The exemption applies to processing which is only for the purposes of:  

• establishing or maintaining membership;  
• supporting a not-for-profit body or association; or  
• providing or administering activities for either the members or those who have regular contact with it.  

This would include giving support to individuals.  It is also clear that although the contact the organisation has with 
people should be regular, it does not need to be frequent.  So an organisation that provides activities or support on 
an ongoing basis to the same individuals (even if a minority only contact the organisation once) will fall within the 
exemption.   
 
The exemption also restricts:  

• the type of personal information an organisation can hold;  
• the people that it relates to; and  
• the disclosures that an organisation can make;  

to only those necessary for the purposes described above unless the individual agrees their personal information 
can be released.  The information must not be kept after the relationship between the individual and the 
organisation ends, unless it is necessary for the purposes described above.  

 
The data controller is a person who (either alone or jointly or in common with other persons) determines the 
purposes for which, and the manner in which, any personal data is, or is to be, processed.  Data controllers must 
ensure that any processing of personal data for which they are responsible complies with the Act.  Failure to do so 
risks enforcement action, even prosecution, and compensation claims from individuals. 
 
 

http://www.ico.gov.uk/
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HYMER CLUB INTERNATIONAL 

DATA PROTECTION POLICY 
 
The HCI Committee acts as the Data Controller for the Hymer Club International. 
 
What personal information do we hold?   

 Members' names, addresses, phone numbers, email addresses and vehicle details are held on a Microsoft 
Azure secure website.  Access is controlled by the HCI Committee. 

 
Do the people whose information we hold know that we've got it, and are they likely to understand what it 
will be used for?   

 A statement in every monthly Newsletter:  “Details of Hymer Club International membership will be held on a 
secure website for the purpose of club administration only”. 
 
 A statement on Membership Application Forms:  “Members are advised that their membership details will be 
held on a secure website solely for the purpose of mailing and administration of the Hymer Club International” 

 
Is the personal information accurate and up to date?  

 A statement in every monthly Newsletter.  “All members are requested to contact the Membership Secretary 
should their personal information change”. 

 
Do those handling the personal information understand their duties and responsibilities?   

 Committee Members:  Have signed a declaration that details of the Membership will be used for the sole 
purpose of club administration and that they will not divulge such details to any other person or organisation 
without the express permission of that Member. 
 
Newsletter Editor and Deputy:  Have signed a declaration as above. 
 
Newsletter Publisher:  Has signed a declaration that he will take all necessary security measures to safeguard 
the personal information supplied for the purposes of production and distribution and only use it for those 
purposes.  He also guarantees not to disclose it, or allow it to be disclosed for any other purpose.  He also 
states that the supplied information will be deleted after use. 
 
Rally Officers:  RO Guidance Notes remind rally officers that they may use members' personal information for 
rally administration only and must not divulge it to any other person.  They are also informed that application 
forms should be destroyed by shredding once finished with. 
 

Do we erase/destroy all personal information if it is no longer required for business purposes?   

 When members resign or if their membership expires their personal details are deleted from the database.  If a 
member fails to renew their membership by the following 1

st
 April their details will be removed.  A 3-month 

period of grace is therefore given to accommodate any anomalies etc.  
 

Is access to personal information limited only to those with a strict need to know?  

Read/Write Access (to input and update data): 
Membership Secretary and Deputy 

 
Read Access (for Contact Details):  
President, Chairman, Treasurer, Secretary, Rally Co-ordinator, AGM Rally Co-ordinator, Forum Manager, NL 
Editor 
 
Read Access (Distribution List as a Spreadsheet): 
Publisher 
 

Is the information being held securely?   

 Those authorised to access the secure website are reminded that they should ensure their computers are 
suitably protected so that information is not easily accessible by others and that they must not divulge their 
passwords.   

 
This policy document will be reviewed annually or earlier if deemed necessary. 


