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1. Policy Statement and Responsibilities
High Springers LLP, operating High Springers Trampoline & Gymnastics Club, is committed to keeping personal information confidential, secure and used only for appropriate club purposes. This policy explains to members, parents and carers, employees, coaches, apprentices, volunteers and other individuals what we collect, why we use it, who we may share it with and the rights available to them. This policy replaces the club’s Data Privacy Notice dated May 2018 from its effective date.
High Springers LLP is the data controller for personal information it collects and determines how to use. We work in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and applicable safeguarding requirements. The Club Manager oversees implementation of this policy; everyone handling club information has a duty to protect it.
2. Information We Collect
We collect information directly from you when you register, book or attend activities, contact us, complete employment or volunteer forms, or provide updates, and may receive relevant information from British Gymnastics, event organisers, referees or other appropriate sources where lawful. We collect only information reasonably needed to run our activities and meet our responsibilities. Depending on the individual and what they have registered or provided personal data for; this may include:
Members and parents/carers: names, dates of birth, addresses, and emergency details, attendance, class allocations, membership and competition information.
Health and welfare: medical conditions, allergies, disabilities, support needs, accident reports and safeguarding information where necessary to provide safe care and coaching.
Payments and administration: invoices, amounts paid or outstanding, transaction records and relevant correspondence.
Staff and volunteers: contact and emergency details, recruitment and reference records, training, qualifications, eligibility checks, employment contracts, hours, payroll and pension information where applicable.
Photography and recordings: images and videos for authorised coaching, events or publicity where the relevant arrangements permit their use.
3. How We Use Your Information
Personal information is used to provide and deliver High Springers activities. In particular, we use it to:
Manage applications, registrations, classes, waiting lists, attendance, membership renewals, camps, competitions and awards.
Contact parents and members about timetables, bookings, payments, changes, cancellations, events and other necessary club information.
Support safe participation, appropriate adjustments, first aid, emergency responses and safeguarding. Relevant health information may be shared with emergency medical professionals where necessary.
Process fees, issue receipts, maintain accounting records and meet tax or other legal requirements.
Recruit, train, supervise, pay and manage staff, apprentices and volunteers, including safeguarding and eligibility checks where required.
Send optional promotional or marketing messages only where permitted by applicable direct marketing rules and individual communication preferences.
4. Lawful Reasons for Using Data
The lawful basis depends on why information is used. For example, we normally rely on contract purposes for registrations, bookings and membership administration; legal obligations for payroll, taxation and certain statutory records; legitimate interests for proportionate club administration, security and service improvements; and consent where required for optional marketing or specified image uses. Where necessary to protect someone’s life, vital interests may apply. Safeguarding disclosures may be justified by a different lawful basis, including legal obligation or legitimate interests, depending on the circumstances. We document the applicable basis for each processing purpose.
Health, medical, disability and safeguarding records can be special category information. We use these only where an Article 6 lawful basis and a separate Article 9 condition (and, where needed, a Data Protection Act 2018 Schedule 1 condition) apply. Such information receives additional safeguards and is made available only to appropriate authorised people.
5. Sharing Information
We share information only where necessary, appropriate and lawful. Recipients may include:
British Gymnastics and relevant competition organisers for membership, eligibility and event administration.
Approved third-party service providers who securely support our membership and booking records, attendance, communications, payments, payroll, pensions, accounting or IT services, where required for the operation of the club.
Qualified coaches and authorised staff who need relevant information to supervise participants safely.
Appropriate first aiders, paramedics, emergency services, medical professionals, the Club Welfare Officer, British Gymnastics safeguarding personnel, local authority children’s services, the police and other appropriate safeguarding agencies where needed to protect health, safety or welfare, respond to an emergency, meet legal duties or investigate a safeguarding concern.
Where service providers process information on our behalf, we select appropriate systems and suppliers and require suitable contractual, technical and organisational safeguards. We do not sell members’ or employees’ personal information. We assess any international transfers and apply appropriate legal safeguards where required.
Third-party systems and secure providers
We currently use LoveAdmin for membership administration, but this policy is intended to remain valid if the club moves to another suitable provider. Any provider must be assessed for appropriate data security, access controls, confidentiality and data protection terms. Only authorised staff may access the systems, and access is limited to what is needed for their duties.
Safety, safeguarding and emergency disclosures
High Springers LLP recognises its responsibility to protect the safety, welfare and confidentiality of all members, employees and volunteers, particularly children and vulnerable individuals.
Personal information provided to the club may be shared with authorised safeguarding personnel, first aiders, emergency services, healthcare professionals, British Gymnastics and relevant statutory agencies where necessary and lawful.
This may include medical conditions, allergies, emergency contact details, attendance information, accident records and safeguarding concerns.
Where necessary to protect an individual from harm, meet a legal obligation or address a legitimate safeguarding concern, information may be shared without obtaining prior consent, provided an appropriate lawful basis exists.
Accidents and Incidents at External Venues
High Springers LLP operates from third-party premises, including public leisure centres and venues used for competitions, camps and events.
Where an accident or incident occurs, the club will maintain its own appropriate records and determine whether relevant information needs to be shared with the venue operator.
· Minor incidents: Where the venue has not been directly involved and no additional safety or legal reporting requirements apply, personal information will not routinely be disclosed. Anonymised incident information may be provided where appropriate to support health and safety improvements.
· Parental consent: Where a parent or guardian objects to their child's information being shared, High Springers will normally respect their wishes unless disclosure is necessary and justified by another lawful basis. Where identifiable information is requested solely for optional reporting or service improvements, appropriate consent will be sought.
· Venue involvement: Where venue employees have directly assisted with first aid, emergency procedures or incident management, relevant information may be shared where necessary and lawful to support treatment, appropriate records or legitimate follow-up.
· Serious incidents and safeguarding: Information may be shared without consent where necessary to protect an individual from significant harm, investigate a serious safety concern, fulfil applicable legal obligations or make an appropriate safeguarding referral.
The attendance of venue personnel at an incident does not automatically entitle the venue operator to receive full accident reports, medical records or personal contact details.
Confidentiality and Information Sharing
All disclosures must comply with the UK GDPR and Data Protection Act 2018, including the additional requirements applicable to health information.
High Springers will ensure that:
· Information is shared only where a legitimate and lawful purpose has been identified.
· Only relevant and necessary details are disclosed.
· The privacy and best interests of children are given particular consideration.
· Information is shared securely with appropriate authorised individuals.
· Significant disclosures and decisions to withhold information are documented where appropriate.
High Springers will not unnecessarily disclose confidential information to external organisations. However, confidentiality must not prevent appropriate and lawful information sharing where necessary to protect someone's safety or welfare.
6. Confidentiality Expectations for Staff and Volunteers
All employees, coaches, apprentices, work experience students and volunteers must keep club information confidential, both during and after their involvement with High Springers.
Access only the information required for their duties and share it strictly on a need-to-know basis.
Do not discuss children, families, staff, medical issues, finances or safeguarding matters in public areas or general messaging groups.
Do not photograph, download, forward or store confidential records on personal devices or accounts without authorisation.
Keep passwords secure; do not share accounts or leave records, registers or devices accessible to unauthorised people.
Report misdirected messages, lost records/devices and suspected unauthorised access immediately to the Club Manager.
Refer information requests, complaints and safeguarding disclosures to the appropriate manager or Welfare Officer.
Confidentiality does not prevent lawful safeguarding referrals, whistleblowing, disclosure required by law or other legitimate information sharing needed to protect an individual.
7. Storage, Access and Retention
We use an approved third-party membership and booking management system to collect, hold and manage member and parent details, registrations, bookings, attendance, relevant health and emergency information, and associated communications and payment records. The provider may change over time. We select services with appropriate security and data protection arrangements, such as controlled staff access, account protection, secure storage and contractual safeguards, and review those arrangements when systems change. Some information is also held in other approved systems for accounting, employment, payroll, pensions and communication. Paper records are kept securely and access is limited to those who need the information for their role.
We keep information only for as long as needed for its purpose, subject to relevant financial, employment, insurance, safeguarding and legal retention requirements. Some information may need to be retained after a person leaves the club. Records will be securely deleted or destroyed when no longer required.
8. Photography, Video and Communications
The use and publication of identifiable photographs and videos are governed by our Social Media, Photography & Digital Communications Policy and the relevant permission arrangements. Permission for coaching footage does not automatically authorise social media publication.
Essential service messages, including bookings, membership renewals, payments, class changes and safety notices, may be sent where necessary to administer our activities. Promotional messages are handled separately and sent only when permitted by direct marketing law and communication preferences. Individuals can opt out of optional promotional messages without losing essential membership communications.
9. Your Data Protection Rights
Subject to applicable legal conditions and exemptions, individuals may ask to access their information, correct inaccurate records, have information erased, restrict or object to processing, request portability and withdraw consent where processing depends on it. People also have rights relating to certain automated decisions.
Requests should be sent to info@highspringers.co.uk. We may need to verify identity before releasing personal information. We aim to respond within the statutory timescale, usually one month, or explain if a lawful extension applies.

High Springers LLP requires certain personal information to ensure the safe and effective delivery of its activities, including emergency contacts, relevant medical details and safeguarding information. Where essential information is withheld or its deletion is requested, and this prevents the club from fulfilling its health and safety responsibilities, High Springers reserves the right to suspend or cancel membership or participation. Any refunds will be considered in accordance with our Terms & Conditions and applicable consumer rights. Certain information may be retained where legally required or otherwise permitted under UK GDPR.
10. Data Breaches and Safeguarding
Any actual or suspected loss, accidental disclosure, unauthorised access or other personal data breach must be reported to the Club Manager immediately. The club will assess the risk, contain the incident, keep an appropriate record and notify the Information Commissioner’s Office (ICO) within 72 hours where the legal reporting threshold is met. Affected individuals will be informed where legally required.
High Springers may share relevant information supplied by members, parents, carers, staff and volunteers with appropriate safeguarding individuals and organisations, including our Welfare Officer, British Gymnastics safeguarding teams, local authority children’s services and the police, where there is a genuine concern about a child’s or another person’s welfare. We may also share necessary medical, allergy, emergency contact and incident information with authorised first aiders, paramedics, emergency services and healthcare professionals to enable appropriate care or protect life and health. Such sharing will be necessary, proportionate, secure where practicable and recorded appropriately. Consent is not always required for lawful safeguarding or emergency disclosures; we will not delay necessary protective action merely because consent is unavailable or has been withheld. Staff must follow the Club’s Safeguarding and Child Protection Policy and share only with people who have a proper reason to receive the information.
11. Contact, Complaints and Review
For questions about how High Springers uses personal information, to update details or exercise a data protection right, contact:
High Springers LLP | info@highspringers.co.uk | www.highspringers.co.uk | 07508 051524
If you remain concerned about our handling of personal information, you may complain to the Information Commissioner’s Office at www.ico.org.uk or by telephone on 0303 123 1113.
This policy replaces the High Springers LLP Data Privacy Notice dated May 2018. It will be reviewed at least annually, or sooner following changes to legislation, British Gymnastics guidance, club systems or identified concerns. Current information will be provided to individuals when significant changes affect how their data is used. Read this alongside the club’s Safeguarding and Child Protection Policy and Social Media, Photography & Digital Communications Policy.
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Appendix A – Staff and Volunteer Confidentiality Declaration
I confirm that I have read and understood the High Springers Confidentiality & GDPR Data Protection Policy. I agree to protect personal and confidential information, use it only for authorised duties, and promptly report any concerns or suspected data breaches. I understand these responsibilities continue after my role ends.

Name: ______________________________________________________
Role: _________________________________________________________
Signature: _____________________________________________________
Date: _________________________________________________________

Policy Approval
Approved by: __________________________________________________
Position: Club Manager
Signature: ____________________________________________________
Date: ________________________________________________________
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