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2nd	Mortlake	Scout	Group	
The	Gym,	Alder	Road,	London,	SW14	8ER	

 
	
Data Policy (revised in light of GDPR regulations) – May 2019 –Version 1 

From 25th May 2018 new legislation is in place regarding management of personal data. 2nd Mortlake Scout Group is committed to working within 
this legislation and the guidance issued from the Scout Association.   
This relates to the data held for Group purposes, specifically: 

Enrolment forms (paper) 
Activity permissions forms (paper) 
Electronic registers (OSM) 
 

We are legally obliged to consider why we keep the data, that it only be used in the way(s) agreed and that it is kept secure and private. To 
achieve this, we maintain our data against the following principles:  
Personal data must always be processed fairly, handled for its intended purpose and only in ways that an individual would reasonably expect. 

Obtain and keep record of consent as needed 
Don’t download data to laptops or pen drives without password encryption 
Don’t send data files by email unless absolutely necessary 
Maintain confidentiality on a need to know basis 
Train all staff, including volunteers 
Delete or destroy data securely when no longer required 

 
To achieve compliance with our stated principles, we will operate in the following manner:  

We will seek positive consent from our members, including confirmation of their parental responsibility where required for people 13 or 
under, before recording any personal information 
We hold data for legitimate interest, to support our charitable purpose. 
We will maintain data relating to our members and other beneficiaries using The Scout Association Compass system, Online Scout 
Manager or password-protected electronic documents, with retention of paper records only being maintained where a physical signature 
or other manual record is required 
We will only print records where this is operationally required, and will ensure that any paper records are destroyed within 24 hours of 
completion of the requirement. 
Any paper records that cease to be required will be destroyed in a manner that makes them unusable 
Retained printed records will be held securely 
All records will be reviewed, and any members that leave will be removed within 30 days of advice of leaving.  

 
This does not explicitly cover the Compass system used to manage Leaders records. Responsibility for managing Compass is deemed to rest with 
the Scout Association, and management of it locally is deemed to rest with the District Scout Council. The Compass system is not used for data 
for those under the age of 18 and is for Leaders records only. 
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Increased rights under the legislation and how to exercise them 

Individuals have the right to access their data and request a copy of their personal data via a “Data Subject Access Request”. 
Individuals have a right to be forgotten and personal data corrected or deleted. 
Individuals must give consent to an organisation to process personal data. This is given by the parent in the case of those Group 
members 13 and under, and by the Group member in conjunction with the parent in the case of those aged between 13 and 18. 

 
Nominated individuals 

Information set out under the terms of the legislation: Every member of the Group is deemed to be a “data subject”, irrespective of age. 
 
The data subject is determined to be the member of the Group rather than the parent/guardian of that Group member but since we will 
be holding some measure of personal data for the parent (name and telephone number) we undertake to hold that data in the same 
secure manner and use this data only in the same manner as outlined within this document. 
 
The “Data Controller” for the Group is deemed to be the Group Executive Committee. 
The “Data Processor” for each section is the relevant Section Leader as well as the Group Scout Leader, the Group Secretary and the 
Online Scout Manager as applicable.  
Under the legislation, the data controller is responsible for the use, retention and disposal of data. 
 

Data Subject Access Requests 
Requests to review the personal data held by the Group within the records described within this document must be made in writing via 
the method described in the “Contacting us” section below.  
 
These will be dealt with as quickly as possible and within a target of 1 week.  
 

Data Breaches 
All data breaches, or suspected data breaches, must be reported immediately to the Group Scout Leader & the Group Chair for 
investigation. 

  
Under 18’s data 

Under the legislation, only those over the age of 13 are deemed to be data subjects. 
 
However, we treat the personal data of all young people (under the age of 18) in the same manner within the Group. 
Parental permissions are always sought at the point of joining the Group. 
For those who join the Group before the age of 13, permissions given by the parent are deemed to continue as from their 13th birthday 
but the data subject (young person) then acquires the same rights as all other data subjects set out above. 
 
For those who join the Group aged 13 or over, a signature box is now included on the enrolment form for signature giving the Group 
permission to use your data in the specified manner. 
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At 2nd Mortlake Scout Group we utilise Online Scout Manager (OSM), a third party online management system (Data Processor) for 
handling, collecting and storing personal data relevant to the day to day running of the Scout Group. This system has been developed 
specifically for Scouting and Guiding Organisations. More information about the security measures employed by OSM, to protect all 
personal data can be found here: Security & GDPR.  
 
2nd Mortlake Scout Group stores the Personal Data held by the Group, on its members, on this online platform and conducts all reviews 
and updating of information held, events, emails, etc. through this system. No paper records of this information are held, although, on 
limited occasions, records may be printed out, where online access is not possible. These physical records are then destroyed after the 
event.  The Group provides all parents with permanent access to all personal information records held by the group on this online 
system, which is available for remote access by all parents at any time, following their setting up an account with secure login (required 
to confirm attendance to events, etc.). All parents are required to ensure that information held by the Group is up to date and they are 
able to amend/update records as they might change.  
 
 

Adult data 
No personal information is passed outside the Scout Group to Third Parties. Personal Information held on adult members of the Group is 
handled through the Scout Association Online System, Compass. This has been developed and is managed by the Scout Association for 
the recording of adult details, training, permits, DBS Disclosures, etc. Information about the use of Compass in the context of GDPR can 
be found here: Compass.  

 
What data do we hold? 

Personal information provided via the Group enrolment form, completed on first entry to the Group and when moving sections: 
Name 
Address 
Contact information (both standard and emergency) 
Date of birth 
Medical information 
Permissions & signatures 
Photographs 

From time to time activity permissions forms will be used with reference to specific events, in conjunction with OSM.  
These will be paper forms designed to capture and manage specific items of data ahead of events. These capture the same information 
as outlined above. These forms remain in the possession of the event leader during the event and are only used in the case of 
emergency. Following the event, the Data is securely disposed of, as detailed below 
 
With relation to events organised by the District a standard format paper form is used to gather the same information outlined above. 
This form is provided by and managed by the District or County. These forms remain in the possession of a group Leader during the 
event and only used in the case of emergency. Following the event, the Data is securely disposed of, as detailed below  

 
What do we use this data for? 

Standard enrolment information is held in a file relevant to each section. This is then used as a reference guide for Leaders, and in case 
of emergency.  
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This is information is not shared with any 3rd party and is used for reference and in case of emergency only. 
 
The original paper forms are retained for reference by those Leaders responsible for records keeping in each section and are kept secure 
in a locked section cupboard. Activity forms are taken to the event and used for registration and in case of emergency only. 
 
Photographs are taken for the sole use of promoting positive Scouting and their use is covered by the 2nd Mortlake Scout Group Young 
Person Information & Photography Forms and the Scout Association Child Protection Policy. 
 
On occasion it is not practical or even possible to have gained consent for every individual who may feature in photography, video or 
audio. 
 
As a volunteer organisation it must be recognised that electronic records are accessed via machines not owned or controlled by the 
Group and which are the personal property of adults within the Group. All adults within the Group who have been granted access to 
these electronic records are regularly reminded about the need for system security, the use of strong and secure passwords, and 
ensuring that access is not possible by anyone else using their machine. 
 

Data retention and disposal policy 
Data held will be maintained only for the period during which the young person is an active member of the Scout Group. Once they leave 
the Group this will be securely disposed of. 
 
On moving between sections, this data will be transferred between sections records via OSM. 
On transferring to other Groups this data will be deleted and new records will be need to be created by the receiving Scout Group. 
On receiving transfers from other Groups a new record will be created and no electronic data will be received by our systems. 
 
Paper enrolment forms will be kept securely for 6 months following the last active involvement in Scouting. They will then be destroyed 
in a secure manner.   
Activity permissions forms will be retained for 1 month following the event and then destroyed in a secure manner. 
 
Registers for evenings are now managed via the 2nd Mortlake iPad, but in event of it not being available, paper copies will be retained 
and updated in OSM within 1 week. 
 

Correspondence:  
All email correspondence to and from the Scout Group is undertaken through OSM/our direct Group email system.  
Occasional text/phone call and WhatsApp correspondence is conducted through personal mobile telephones, held by the Section Leaders. 
The information is used only for the purposes of Scouting and is deleted after that child leaves the Scout Group.  

 
External Sites: 

2nd Mortlake Scouts is not responsible for the content of external Internet sites. You are advised to read the privacy policy of external 
sites before disclosing any personal information.  
 

Historical records: 
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All current adult members of the Group have been requested to identify any records containing personal data which they may hold 
electronically or in paper format and report these to the Group Scout Leader as part of a pre-GDPR audit. These records will then be 
deleted and destroyed if they fall outside of those systems or constraints outlined above. 
 

Photography Policy 
During Section and Group events and activities, members of our leadership team, other members of the Scout Association and members 
of the public may be taking still and moving pictures. Pictures used by 2nd Mortlake Scout Group Scouts outside of the event/activity will 
only be used in accordance with Scout Association guidelines. 

 
Contacting us  

If you want to contact us regarding any of the points contained in this privacy statement or to raise any questions, or any general 
matters relating to 2nd Mortlake Scout Group  you can contact us using the contact form on the https://2ndmortlakescouts.org.uk/ 
website. Please use also this method if you wish to request from us a copy of the personal data we hold about you.  

 
Consent  

By using our website, you hereby consent to our privacy policy and agree to its terms.  
 
Your right to complain  

If you have a complaint about our use of your information, we would prefer you to contact us directly in the first instance so that we can 
address your complaint. 
 https://2ndmortlakescouts.org.uk/  
The Gym, Alder Road Mortlake London SW14 8ER 

 
 However, you can also contact the Information Commissioner’s Office via their website at https://ico.org.uk/ or email them at:  
dataprotectionfee@ico.org.uk 
 

 
Updates to this privacy policy  

We regularly review and, if appropriate, update this privacy policy from time to time as our services and use of personal data evolve. If 
we want to make use of your personal data in a way that we haven’t previously identified, we will contact you to provide information 
about this and, if necessary to ask for your consent.  
We will update the version number and date of this document each time it is changed. 

	


