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Bowles Data Protection and Privacy Policy 
 

Policy Statement 
 

Bowles will comply with the principles and requirements of the Data Protection Act (DPA) 1998 and the 
General Data Protection Regulations (GDPR) and other relevant legislation when storing and managing 
personal data. We are committed to maintaining procedures that ensure the correct handling and security 
of personal information and to ensuring you remain informed and in control of your personal data. 
 

Responsibilities 
 

Bowles Policy Owner: The Director 
 

 Ensuring this policy is up to date and reviewing and updating as required 

 Ensuring compliance with this policy 
 Ensuring registration with ICO is up to date 
 Providing advice and training to Bowles staff and clients 
 Responding to requests from data subjects relating to their personal data 
 Responding promptly and professionally to any data breach 

 

Definitions of Data, Personal Data and Sensitive Data are as defined by the ICO 
 
 

Policy Principles 
 

Bowles will ensure that personal information stored and managed is: 
 

1. Fairly and lawfully processed in a transparent manner 
2. Collected and processed for specified and legitimate purposes 
3. Adequate, relevant and not excessive 
4. Accurate and where relevant up-to-date 
5. Not kept for longer than is necessary 
6. Processed in line with the data subject’s rights 
7. Processed, stored and destroyed securely as set out in the GDPR 
8. Not sold or shared unnecessarily with third parties 

 
Data Protection and Privacy Policy in Practice 
 

1. Fair lawful and transparent processing of your data 
We will tell people what personal information we want to use, why, and how long we will keep it. 
Bowles will only hold personal data for the purposes of its core business, for example: the processing and 
administration of bookings; invoicing; marketing and employing staff. We will always consider our lawful 
basis for processing before collecting personal data.  
We will use privacy notices as appropriate to inform people why and how we use their personal data. 

 

2. Collected and processed for specified and legitimate purposes 
We will gain permission to collect your data and only use it for the purpose/s specified. We will not collect 
your data for one thing and then use it for something else. 
 

Bowles will use opt-in principles for digital marketing and photos and will offer an option to opt-out. 
Young people in marketing photos will not be identified without parental consent. 
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3. Adequate, relevant and not excessive 
Before asking for your data we will consider whether we really need it.  We will only collect data that is 
required for the specified purpose.  Bowles will periodically perform internal audits and archive, update or 
destroy data.  
 

4. Data will be reviewed for accuracy and where appropriate brought up-to-date  
 

5. Not kept for longer than is necessary 
Data will be destroyed as soon as we no longer need it.  
 

 Length of storage of data 
Personal data will be kept for as long as it is required for the purposes it was collected for. 
Employee records are destroyed 3 years after employment has ceased, job applicants’ data after 1 year.   
Consent forms will normally be destroyed after 1 year.  Where a participant has had an accident or incident 
they will be destroyed after 3 years for adults and after their 21st birthday for under-18’s, unless there is 
an ongoing legal claim. 
 

6. Processed in line with the data subject’s rights 
We will only collect and process data according to the rights of data subjects and respond appropriately where 
there are any concerns. 
 

 Requests for personal data 
We are normally happy to share details of what personal details we hold, requests should be made in 
writing to the Bowles office and responses will be within a month. 
We do not give out confidential personal information except to the data subject or parent/guardian, except 
where the former has given their explicit consent.  

 

7. Data will be processed, stored and destroyed securely as set out in the GDPR 
 

 Secure Storage 
Bowles will hold hard copies of sensitive information in a locked place. 
Bowles will use passwords for sensitive digital data. 

  

 Disposal of data - Bowles will dispose of any personal data safely and securely. 
 

8. Sharing data with third parties 
Bowles will not pass on personal information to third parties unless: required by law, to help safeguard a 
child or to organisations acting on our behalf who comply with the DPA/GDPR. 

 
Online 
 

Online booking of courses and lessons.  Bowles currently uses a third party booking portal for our 
activity courses, for information about how they manage your data, see their privacy policy.  
 

Cookies.  Our website uses google analytics cookies to make the site more effective, data is anonymous.  
 

Social Media. To see how our social media platforms use your personal data, please read their policies. 
 

Other 
 

CCTV.  Bowles uses CCTV for security. We only review this when necessary to detect of prevent crime. 

https://bookwhen.com/privacy

