Tiverton Swords

Confidentiality Policy
The key area of concern for the club is maintaining records of:

(a) Consent forms 

(b) Contact details

The above information is collected on registration with the club, and the original documents are to be stored by the Secretary.

Information from the registration forms is to be collated into a spreadsheet for ease of reference and stored by the Secretary.

Committee members should request permission from the Secretary for access to this information, with justification.  Any records or copies taken should be returned or destroyed when that Committee member has finished with them.

A list of emergency contact details should be taken to each fencing session under care of the acting Coach. The Head Coach will ensure registration details and changes to contact information are passed along to the Secretary.

Every month the active register should be checked against attendance records to verify they are complete.

