Roffey Park Learning Resource Centre Membership
terms and conditions
1. These terms and conditions apply to the Learning Resource Centre (LRC) and its users, and do
not cover the general use of Roffey Park Institute itself. The terms and conditions of
membership listed below are intended to ensure that the range of resources, services and
facilities are available to all who need them.
2. LRC resources and facilities are available for use by the following:
• Participants on Roffey Park’s open and qualification programmes – access to the LRC is
available for three months following the completion date of a programme.
• Participants on Roffey Park’s customised programmes (in accordance with contractual
arrangements).
• Subscribing Members to the LRC; subscription is by an annual fee paid before use of the
LRC commences. Payment may be made by BACS or credit/debit card.
• and Roffey Park staff.
3. Roffey Park clients hiring seminar rooms, attendees of Roffey Park conferences and seminars and
visitors to Roffey Park, are welcome to browse but resources are not available for their use.
4. The LRC is open 24 hours a day to participants on residential programmes.
5. Visits to the LRC by subscribing members must be by appointment in advance and take place
during the hours the LRC is staffed - generally 9.00am to 5.00pm, Monday to Friday.
6. Lending facilities: LRC loan items may be posted out, on request, to addresses within the UK.
LRC items are lent for 30 days unless otherwise specified. Should an item not be returned at the
end of this time, or the agreed alternative lending period, the LRC staff may, at their discretion,
issue notices to the borrower reminding them of the agreement. At all times it remains the
responsibility of the borrower to return the items lent to them, and non-receipt of any overdue
notices does not permit the borrower to retain the item beyond the agreed period. A borrower
may “renew” the period of the loan at any time within the original 30-day or agreed period,
providing the item is not required elsewhere. Failure to return material will result in charges
being levied for the return or replacement of the material and may include administration fees.
Invoices raised to meet such charges must be paid within 30 days. Should the invoice remain
unpaid, the lost item will be treated as theft and use of the LRC may be permanently revoked.
7. The LRC may pass on any costs and fees and charge an administration fee for items obtained
from other libraries.
8. Subscribing members are welcome to use the lounge areas for relaxation, and take tea and
coffee in these areas as part of their LRC visit. While the lounge areas are not available for use
as meeting areas, members are welcome to book Roffey Park seminar rooms for this purpose
via Lettings Services on 01293 851644.
9. Use of the Internet via LRC public-access computers is entirely at the risk of users.
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10. Use of ALL online library resources, including those with trial access, is subject to Copyright
Law and the terms of publisher licences. Terms and conditions apply to both printing and
downloading. Our subscription databases are provided under contract for personal, noncommercial use for registered users of the LRC. The re-selling or redistribution of any content
is prohibited. In addition you may not make any part of the content available for access to others
outside the organisation within which you are an Authorised User. You are responsible for
observing the conditions of use on each site you visit. Roffey Park Institute does not accept
liability should you breach contract or copyright law.
11. Use of all LRC facilities is subject to the above terms & conditions and to current UK copyright
law; we reserve the right to update this notice at any time.
12. Roffey Park is committed to protecting the privacy and security of your personal information.
The data protection notice below describes how we collect and use personal information about
you during and after your working relationship with us, in accordance with the General Data
Protection Regulation known as (GDPR) or any UK legislation which supplements or
implements the GDPR in the UK

Data Protection
The following definitions apply:
•

Controller means the natural or legal person, public authority, agency or other body which,
alone or jointly with others, determines the purposes and means of the Processing of Personal
Data;

•

DP Laws means all privacy and data protection laws to which a party is subject including, where
applicable, EU DP Law;
EU DP Law means: (i) Regulation 2016/679 (the General Data Protection Regulation); (ii) EU
Directive 2002/58/EC; (iii) any applicable national data protection laws made under or pursuant
to (i) or (ii) in any European Member State; and (iv) any amendments or successor legislation to
(i), (ii) or (iii);
Participant Data means any information that is provided by or on behalf of you to Roffey
Park as part of your use of our services, including any information derived from such
information;
Participant Personal Data means any Personal Data comprised in the Participant Data and
which is in the possession or under the control of Roffey Park;

•

•

•
•
•

Personal Data means any information relating to an identified or identifiable natural person;
Processor means a natural or legal person, public authority, agency or other body which
processes Personal Data on behalf of a Controller; and

•

Process(ing) or process means any operation or set of operations that is performed upon
Personal Data, whether or not by automatic means, including, without limitation, collection,
recording, organisation, structuring, storage, access, adaptation, alteration, retrieval,
consultation, use, disclosure, dissemination, making available, alignment, combination, restriction,
blocking, deletion, erasure, or destruction.

When Roffey Park is a Controller
In order for Roffey Park to provide the services set out herein, Roffey Park will need to determine
the purposes and means of the processing of Participant Personal Data such as (but without
limitation):
•

what Participant Personal Data is needed to provide the services;

•

the criteria to determine who can join our qualification programmes;
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•
•

providing certificates for qualifications and documentation showing completion of online tools;
administering membership of our LRC;

•

administering access to our LRC Knowledge Base or Roffey Park Learning Portal;

•

what Participant Personal Data is shared for qualification purposes;

•

which third parties need to process Participant Personal Data to support our service delivery
(e.g. completion of 360 reporting or psychometric online tools, using our LRC Knowledge Base
or Roffey Park Learning Portal); and

•

what the retention periods are for Participant Personal Data.

As a result of the above, you agree that Roffey Park is the Controller of Participant Personal Data.
Accordingly, Roffey Park shall:
1. comply with all DP Laws when processing Participant Personal Data including (without
limitation) (i) ensuring that it has all necessary consents and notices in place to enable lawful
processing of Participant Personal Data; and (ii) directly responding to requests from individuals
or data protection supervisory authorities relating to the Participant Personal Data;
2. notwithstanding that it is a Controller of Participant Personal Data, process Participant Personal
Data only for the purposes of providing the services set out herein and as set out in its privacy
notice http://www.roffeypark.com/privacy-notices/ (from time to time in force) which apply to the
processing of such Participant Personal Data.
3. implement and maintain all appropriate technical and organisational measures to protect
Participant Personal Data under its control from and against (i) accidental or unlawful
destruction; (ii) accidental loss, alteration, unauthorized disclosure or access, in particular where
the processing involves the transmission of data over a network; and (iii) all other unlawful forms
of processing.
Why is Roffey Park not a Processor?
A Processor is “a natural or legal person … which processes personal data on behalf of the
controller”. This means that the Controller determines what Participant Personal Data is to be
processed (not the Processor) and will provide very detailed processing instructions which the
Processor must follow. The Processor is therefore constrained in what it can do with that
Participant Personal Data and has no say over its content or how it is processed. Furthermore, the
definition of “processing” suggests that a Processor’s activities must be limited to the more
‘technical’ aspects of an operation, such as data storage, retrieval or erasure. As you can see from
the above paragraph after the definitions, this does not reflect the services that Roffey Park is going
to provide. Roffey Park would only consider itself a Processor if it was simply providing a
programme which only involved us administering participant details and nothing more.
When Roffey Park is a Processor
Roffey Park would only consider itself a Processor if it was simply providing a programme which only
involved us administering participant details and nothing more (i.e., none of the processing required
under “When Roffey Park is a Controller”).
Accordingly, when Roffey Park is a Processor:
1. Both parties shall comply with all applicable requirements of DP Laws.
2. For the purposes of DP Laws, you are the Controller and Roffey Park is the Processor of any
Participant Personal Data. All Participant Personal Data provided by you or on your behalf to
Roffey Park shall remain under your ownership and control. This privacy notice
http://www.roffeypark.com/privacy-notices/ (from time to time in force) sets out the scope, nature
and purpose of processing by Roffey Park, the duration of the processing and the types of
Personal Data and categories of individuals whose Personal Data is processed. As the
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Controller, you are responsible for ensuring that there is a lawful basis for Roffey Park to
process Participant Personal Data in accordance with this privacy notice.
3. Before giving any instructions to Roffey Park in relation to the Participant Personal Data
(including its processing), you shall ensure that such instructions comply with DP Laws.
4. Without prejudice to the generality of the above obligation on both parties to comply with all
applicable requirements of DP Laws, Roffey Park shall:
• process Participant Personal Data only in accordance with your written instructions unless
Roffey Park is required by laws applicable to Roffey Park to process Participant Personal
Data (in which case Roffey Park shall notify you of this before performing the processing
required by the such applicable laws unless those applicable laws prohibit Roffey Park from
so notifying you);
• ensure that all Roffey Park staff who have access to Participant Personal Data keep the
Participant Personal Data confidential;
• implement appropriate technical and organisational measures to protect the Participant
Personal Data against unauthorised or unlawful processing and accidental loss, destruction,
damage, alteration or disclosure;
• taking into account the nature of processing, assist you (at your expense) by appropriate
technical and organisational measures, insofar as this is possible, to respond to individuals
exercising the rights that they have under DP Laws in respect of their Personal Data;
• assist you (at your expense) in ensuring compliance with your obligations under DP Laws
relating to security, notification of security breaches, data protection impact assessments,
privacy by design and default and consultations with the Information Commissioner’s Office
and any other supervisory authorities (taking into account the nature of processing and the
information available to Roffey Park);
• at your discretion and expense, delete or return all Participant Personal Data (and copies
thereof) to you upon termination or expiry of the services being provided hereunder, unless
we are required by laws applicable to us to store the Participant Personal Data following
termination or expiry;
• make available to you all information necessary to demonstrate our compliance with our
obligations under this paragraph 4 and (at your expense) allow for and contribute to audits,
including inspections, conducted by you. You must give Roffey Park at least 30 days prior
written notice of any such audit. Such audit can only be carried out (i) in relation to Roffey
Park’s processing environment that is relevant for the processing of Participant Personal
Data hereunder (ii) once in any 12 month calendar year and limited to Roffey Park’s normal
business hours; (iii) provided its scope is agreed in advance and a mutually acceptable nondisclosure agreement has been entered into by us (or Roffey Park and your auditor); and (iv)
provided there is no disruption to Roffey Park’s operations;
• notify you without undue delay if we become aware of any a breach of security leading to
the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access
to, Participant Personal Data transmitted, stored or otherwise processed by Roffey Park;
and
• inform you if we believe that any instructions from you breach DP Laws.
5. Roffey Park shall be entitled to transfer or otherwise process Participant Personal Data outside
the European Economic Area under the following conditions:
• Roffey Park is processing Participant Personal Data in a territory which is subject to a
current finding by the European Commission under DP Laws that the territory provides
adequate protection for the privacy rights of individuals; or
• Roffey Park participates in a valid cross-border transfer mechanism under DP Laws, so that
Roffey Park can ensure that appropriate safeguards are in place to ensure an adequate level
of protection with respect to the privacy rights of individuals as required by Article 46 of EU
DP Law; or
• the transfer otherwise complies with DP Laws.
Roffey Park Learning Resource Centre Membership terms and conditions July 2018

4

If any Participant Personal Data transfer between you and Roffey Park requires execution of EU
approved standard contractual clauses in order to comply with DP Laws (where you are the
entity exporting Participant Personal Data to Roffey Park outside the EEA), you and Roffey Park
shall complete all relevant details in, and execute, such EU approved standard contractual clauses,
and take all other actions required to legitimise the transfer.
6. You consent to Roffey Park appointing such sub-processors as are necessary to support the
provision of the services herein. Roffey Park confirms that it has entered or (as the case may be)
shall enter into with the third-party processor a written agreement incorporating terms which
are substantially similar to those set out in paragraph 4. If Roffey Park wishes to use any other
sub-processors it shall notify you and you will have 5 days from the date of such notice to raise
any objections. As between us, Roffey Park shall remain fully liable for all acts or omissions of
any third-party processor appointed by it pursuant to this paragraph 6.
7. Roffey Park may, at any time on not less than 30 days’ notice, revise paragraphs 1 to 6 by
replacing them with any applicable EU or UK-approved standard clauses or similar terms forming
part of an applicable certification scheme (which shall apply when incorporated by attachment
hereto).
8. The parties agree to take account of any guidance issued by the Information Commissioner’s
Office. Roffey Park may on not less than 30 days’ notice to you amend paragraphs 1 to 6 to
ensure that it complies with any guidance issued by the Information Commissioner’s Office.

Governing law
This contract and any disputes or claims arising out of or in connection with it or its subject matter
or formation (including non-contractual disputes or claims) shall be governed by and construed in
accordance with English law. The parties irrevocably agree that the English courts shall have
exclusive jurisdiction to settle any dispute or claim arising out of or in connection with this contract
or its subject matter or formation (including non-contractual disputes or claims). Nothing in this
contract shall prevent, restrict or hinder Roffey Park from taking proceedings to protect its
intellectual property rights in any jurisdiction.

If you have any questions about this notice, please email lrc@roffeypark.com
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