GENERAL DATA PROTECTION REGULATION 

This is not the most interesting article, but is extremely important so please read it!
This is going to require a deal of work by the membership secretary and a small action by you. 

Any organisation that holds personal information about its members must comply with the General Data Protection Regulation (GDPR) and the SEHLS is no exception to this rule. The deadline for compliance is set for 25 May 2018. Fortunately, as a not for profit organisation, we do not need to register with the Information Commissioner’s Office. (As a note to any of you who run a business and hold mailing lists about your clients, employees or customers you too will need to consider the implications of this ruling as it applies to you).

Our responsibility is to let you know exactly what data we hold about you and what we do with it. To comply with the new regulations, we will also need to receive, from every member, written consent that confirms your personal agreement to the way in which the SEHLS collects, handles, stores and disposes of your personal data. In the article below, we to set out what data we hold about members and what procedures we follow to protect this information. We say exactly what happens to that data. We then need each member to complete the enclosed form giving consent (or otherwise) about what we record and actions we take on your behalf. 
Data held 
The SEHLS collects information solely for the purpose of the aims of the organisation.  Personal information is not distributed or sold to any other organisation.

Some or all of the data listed below is held about each member (depending on what you have supplied us with) and some data is generated by us for administrative purposes only. 
1. Your name, address, phone number(s), email address, 

2. For administrative purposes:
a. Payment information - how you pay (by bank transfer, PayPal cheque or cash)
b. Membership information - the years in which you have paid your subs, whether you are a life member, if you are happy for us to claim GiftAid.
c. If you are willing to help train new members

d. For trainees the course they have paid for (1 day, or full 4 days)
e. Events you plan to attend

f. A signing in sheet for each event

g. Emails to and from members or about members (e.g. notifications of payments received from members, change of address etc). Emails are kept for about 1 year.

As an organisation we have to be particularly aware of handling data for children. A member’s age is not identified.  Any young people are simply identified as such on the membership list.
What we do with the data
· At newsletter publication time the membership secretary creates a set of address labels and posts these to the newsletter editor.
· Committee members are listed in the newsletter and on the website.
· Any application forms or anything of this nature with personal information on is burned or shredded once used.

· Manage membership renewals and annual payments.

· Send email or text reminders for events

· Archive data (see below).
Data storage

All data is held on a Microsoft Excel spreadsheet. This is backed up daily. At every committee meeting the membership list is emailed in a password encrypted file to the treasurer and Chairman (purely to have an off-site backup should disaster strike the membership secretary or their home! 
We do not use the “cloud” for archival purposes
How long do we keep data?
· Data is held for one year beyond someone ceasing to be a member (in case of very late membership renewals).
· Copies of welcome letters, emails etc. are kept for up to one year.
· Old copies of newsletters are stored on the society website.
Data sharing policy of the SEHLS
We have always been very careful about sharing member’s personal data with non-members. Although this happens rarely, these are the rules which we adhere to when it does:

· We never give any personal information to anyone who is not a member.  If a non-member contacts us requesting such information, our practice is to take the enquirer’s details, then we contact the member concerned and either give the enquirers details to the member for onward contact or we return to the enquirer with details if permission is given to do so.

· Our data is never shared with marketing organisations.

Member’s rights

A member can choose to have any or all of their personal data omitted from the Membership list.  
A member may also obtain details of all their own personal data that is held by the SEHLS by submitting a “subject access request” to the membership secretary.
Member’s responsibilities
Members must respect the privacy of all personal data about other members that they receive. 
ACTION required by each member 

We need formal consent from each member for their own data to be held and processed in the way in which we have described above. Please follow the following actions:
· Using a tick, or writing yes, in the given box, answer the questions on the GDPR form and send it back to the  membership secretary. It is acceptable to send a scanned copy of your sheet by email.
· If you are asking for any data to be excluded from publication, please be explicit (e.g. phone number, address details).

We now have over 100 members.  A record needs to be kept of consent from each and every member. The consent emails and letters will need to be stored in perpetuity in case we ever get investigated by the Information Commissioner. 
This all has to be completed by 25 May 2018, otherwise we will be in breach and liable to heavy fines. It would help me enormously if you emailed/wrote immediately so you don’t forget to do it. If I haven’t received your consent by May I am afraid we are not allowed to send you any newsletters, emails etc. 
I am not going to spend hours sending reminders to members so please, please do it now!
We have never received any complaints about the way in which we handle data because as an Organisation we have always take data privacy very seriously. If you have any queries about this article or about which data we hold about you please get in touch.

Phill Piddell
phill.piddell@bt.com
The SEHLS has to comply with General Data Protection Regulations 
Please read the article about these regulations on the previous pages, then fill in the form below using a tick, or writing yes, in the given box for every statement. Return your form as soon as possible to the Membership Secretary.

Unfortunately, failure to return your form means we will no longer be able to send you newsletters, emails or text messages
Please return completed form to: 1 Hope House Farm Cottage, Crouch Lane, Sandhurst, Cranbrook, Kent TN18 5PD
Alternatively, you can complete the form and send a scanned copy to: phill.piddell@bt.com
	
	Statement
	Yes
	No

	1
	I agree that any data that you hold about me is held according to the procedure which you have set out in the General Data Protection Regulations article 
	
	

	2
	I agree to the SEHLS holding my name and address information
	
	

	3
	I agree to the SEHLS holding my email details
	
	

	4
	I agree to the SEHLS holding my emergency contact details
	
	

	5
	I agree to the SEHLS holding my phone number
	
	


Name: (block capitals please) ................................................................................................................

Your signature
............................................ ……………...….
Postcode  ........................

