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Secure Data Handling Policy
Effective: October 2025 | Next Review: October 2028
This policy explains how disclosures must be handled and ensure that all disclosure information is managed properly and in line with the Disclosure Scotland Code of Practice.
Purpose
· To guide volunteers on handling disclosure information securely and appropriately.
Scope
· Applies to organisations accessing disclosures to assess suitability for paid or voluntary roles.
Key Practices

Requesting Disclosures
· Only request disclosures when necessary for a specific role.
· Use disclosure information solely for recruitment.
· Obtain the individual’s consent before requesting.
· Handle all personal data confidentially.
Digital Certificates
· Prevent unauthorised access, sharing, or misuse of electronic disclosures.
· Limit access to those who need it for their role.
· Delete email certificates after checks are complete and store data securely.
· Do not keep copies or images of disclosure information.
Sharing Information
· Only share disclosure details with those who are authorised and need it for their duties.
Retention
Disclosures will be retained for no longer than is necessary for the purpose for which the disclosure record was obtained. PVG disclosures will be destroyed securely on receipt of an updated PVG disclosure and they will not be retained beyond the last day that a scheme member is carrying out regulated work for our organisation. 

Destruction/Deletion

Ayr Burners Cycling will take reasonable steps to ensure that disclosure information is destroyed by suitable and secure means, for example, shredding, pulping or burning. Electronic images from digital certificates will also be deleted permanently from both the email address where it was received and from where it is stored. 

