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BRITISH CANOEING AWARDING BODY
DATA RETENTION POLICY
1. INTRODUCTION

1.1. This document sets out British Canoeing Awarding Body Policy on the disposal and retention of
records. It applies to all records, both in paper and electronic form.

1.2. We operate this policy to ensure that data is not held for longer than necessary.

1.3. One of the main aims of successful record management is to be able to find, quickly and readily,
any information requested. We need to know what information we hold and to be able to locate it
promptly and be in compliance with the GDPR.

2. PRINCIPLES

2.1. British Canoeing Awarding Body will review information regularly to ensure that it is:

2.1.1. Necessary — the information must hold some value for British Canoeing Awarding Body to
carry out its functions.

2.1.2. Proportionate — in order to justify the retention of the information, it must be
proportionate to retain the information against the impact on individual’s right to privacy.

2.1.3. Adequate —in order to justify the retention of information, it must be as complete as
possible.

2.1.4. Relevant — Information must be fit for the purpose for which it is held.

2.1.5. Accurate and up to date — all record details must be accurate, records must be updated
with any new information.

2.1.6. Of Historical value - it may also be necessary to retain information of particular legal or
historical significance. This relates to past-periods data, used usually as a basis for analysis
and monitoring data or trends.

2.1.7. Factors which may impact on the retention of information are:
2.1.7.1. Contractual — there may be a contractual requirement to retain information for a
specified period of time.

2.1.7.2. Legal requirement —there may be a legal requirement to retain information for a
specified period of time.
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2.1.7.3. Legitimate interest — we may have a legitimate interest to retain the information
for a specified period of time (e.g. race results, rankings, qualifications etc.).

3. DATA RETENTION TABLE

3.1.1. Please see the table below for the maximum retention period for the relevant areas of
British Canoeing Awarding Body. Full details regarding the personal information which
we collect from you, where we collect it from and how we use it and your rights is
contained within the privacy notices distributed. These can also be found on our website.

Category Retention Period Explanation of retention period
Candidate Certification of 120 years We have a legitimate interest in
Regulated Qualifications retaining records whilst they may be

required in relation to support,
complaints, appeals and monitoring
purposes. In some cases, we may
have legal or regulatory obligations
to retain records.

Re-certification Request 120 years

Delivery Centres 120 years We have a legitimate interest in
retaining all records from Delivery
Centres whilst they may be required
to support compliance with our
regulators, support complaints,
appeals and monitoring purposes.
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