WELSH LONGBOAT ROWING ASSOCIATION
(W.L.R.A,)

Secure storage, handling, use, retention and disposal of
Disclosures and Disclosure information.

1. Background:

All organisations using the Criminal Records Bureau (CRB) Disclosure Service to
help assess the suitability of applicants for positions of trust and who are recipients of
Disclosure information must comply fully with the CRB Code of Practice.

The Code places an obligation on such organisations to have a written policy on the
correct handling and safekeeping of Disclosure information. The following principals
containcd in this policy will ensure compliance with the Code in this respect

2. Responsibilities:
General Principles

As an organisation using the CRB Disclosure Service to help assess the suitability of
applicants for positions of trust, the WLRA complies fully with the CRB Code of
Practice regarding the correct handling, use, storage, retention and disposal of
Disclosures and Disclosure information,

The WLRA complies fully with its obligations under the Data Protection Act and
other relevant legislations pertaining to the safe handling, use, storage, retention and
disposal of Disclosure information and has a written policy on these matters, which is
available to those who wish to see it on request,



3. The W.L.R.A. Code of Mractice for secure storage, handling,
use, retention and disposal of Disclosures and Disclosure
information,

Storage and Access: Disclosure information is never kept on an applicant’s
personnal file and is alwrays kept separately and securchy. in lockable, non-portable,
storage containers with access strictly controlled and limited to those who are entitled
tir woe 1 as part of ther dutes

Handling: Tn accordance with zection 124 of the Police Act (997, Dhzclosure
information 1s only passed tao those who are authorised to recerve I in the course al’
[hedr duties.

The WELEA will maintain a record of all those to whom Disclosures or Disclosore
information has been revealed and the WLF A recopnizses that it is 2 eriminal offence
tor pass this information to amyone not entitled to receive it

Usaze: Ihsclosure iInformation is only used for the specific purpose for which it was
requested and for which the applicant’s full consent has been given.

Retention: Once a decision hag been made the WIERA wqll not keep DNsclosure
information for any longer than is absolutely necessary. This is generally for a period
of up Lo six months, Lo allow Gor the consderation and resalation of any disputes or
complainis.

If in very exceptional cieeumalances il ia comsidered necessaey to keep Thisclosure
information for longer than s months, the WLEA will consult the CRB about this.
The WLEA will give full consideration to the Data Protection and Human Rights
individual subject acoess regquirements before doing so.

Disposal: Cmce the retention period has alapsed. the WILEA will ensure that any
Disclosure is immnediately destroyved by sceure means i.e. by shredding, pulping or
buining.

Vi'hile awvaiting destruction, DMsclosure information will nol be kepl in ay insecurs
receptacle (e g, waste bin or confidential waste sack).

The WLEA will not keep any photocopy or other imape of the DHsclosuie or any copy
or reprasentation of the contents of the Thsclosure.

Hovwever, notwithstanding the ahowe, the WT.RA designated person will keep a record
of the date of issue of a DHaclosure, the name ol the subjeet, the bype of Trisclosare
requested, the position for wiich DHsclosure was requested, the umique reference
number of the Disclosure and the details of the decision Laken



