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Data Protection Policy

Data Protection Act incorporating the European Union 
General Data Protection Regulations (GDPR) 2018

The Surbiton Probus Club (The Club) will only keep and use the personal information (Data) of members and others specified in accordance with the above regulations.

Purpose for holding personal data:
 Personal data will only be held by The Club for the purpose of facilitating the running of The Club and providing all with the benefits of The Club.

Categories of Data Subjects: 
Personal Data will be retained by The Club on Members, Honorary Members and Life Members.
In some cases The Club will hold details of Deceased Members, Resigned Members, Widows and Widowers.

Categories of Personal Data held:
 The Club will hold details of a subject’s name, address, telephone numbers, email address, date of birth and details of their spouse/partner and previous occupation. The Club will also, with consent hold details of a person to be contacted in the event of an emergency.

Recipients of data held by The Club:
 Relevant data will be available to all Club Officers and fellow Members as The Club will publish an annual directory of Members and Officers to Members only.  Members may request that their personal details are not published, in writing to the General Secretary. Details will not be made available (except to the Club Committee) of any emergency contacts nor will they be printed in any directory.

Transfer of Data:  in certain situations data held may be transferred to another organisation only for the purpose of facilitating the running of or services to The Club or its’ Members and only then with the authorisation of the Data Controller or Deputy Data Controller. For example in booking of an organised trip or outing.

Time Limits: 
Personal data held by The Club will be held for the length of time detailed below,
· Deceased Members and Lapsed Members data will be held for Five years (5 years).
· Widows, Widowers and Partners will be held for Five years (5years) or longer with consent.
· Resigned Members will be held for Five years (5 years) or longer if requested in writing, unless there is a request for data to be removed in which case it will be done so within Twenty Eight days (28 days).




Destruction of records:
Destruction of recorded data will either be by erasure from any electronic or computer device or in the case of hard copy records by their destruction by burning, shredding or disposal in an authorised secure disposal site.

Method of holding Data:
The Club will hold data on memory stick, computer disc or computer and on some occasions on The Club Website.  It may also be stored on a form, in a book or ledger.  Any of the above held by officers of The Club will be held in secure conditions or on a password secured electronic device.

Accuracy of Data held:
All relevant parties will be informed of their responsibility to inform The Club of any changes in order to be Data compliant.

Archived Records:
The Club may retain Archived Records such as but not limited to records of meetings, handbooks or directories, awards and other events for an indeterminate period.

Data Controller/Protection Officer:
The Club will appoint a Data Controller/Protection Officer to monitor compliance with all the above and this will be the General Secretary.  There will also be a Deputy Data Controller/Protection Officer who will be the Assistant General Secretary.

Right of Access:
An individual shall have right of access to data held in accordance with GDPR.

Complaints:
Any person who’s Data is held by The Club who feels that it is being misused or mishandled has the right to contact the Information Commissioner’s Office.
  
Finally: 
The Club will ensure that Data will not be kept longer than is necessary and will retain the minimum amount of Data that is required to carry out the normal running of The Club.
The Club will never release any Data held for marketing purposes.

Show Date Accepted by the Committee.


Approved: 	   19th November 2025


Review date:  	  17th November 2027
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