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Our GDPR Special! 

General Data Protection Regulation (GDPR) – a summary 

Hopefully, you will know by now be aware that this EU Regulation will come into force on 25th May 2018. 

It is a further attempt to regulate the increasing amounts of data being assimilated by organisations and 

to “create transparency” in that collectors of data should “deal with it properly and treat people fairly”. The 

Regulation requires organisations to tighten up their procedures – and quickly. As with the existing data 

protection legislation, enforcement in the UK is the responsibility of the Information Commissioner’s Office 

(ICO) which is also producing advice and guidance on how the law should be interpreted. 

Although it is hoped that some exemption or easements from full compliance under GDPR will be 

afforded to smaller charities, nothing has been forthcoming from the ICO about these exemptions at the 

time of writing so we have to assume that civic societies must comply with both the letter and the spirit of 

the new rules. And if you were hoping for Brexit to provide an escape route, this will not happen as the 

Government has committed to bringing the new rules in whatever happens to our status with the EU.  

Your society’s officers and committee members will probably have already read up on the new Regulation 

by now and perhaps even attended one of the numerous training courses on offer. If not, they should all 

be made aware of their responsibility in relation to it as quickly as possible. Like all organisations that use 

personal data, civic societies already have obligations under the Data Protection Act of 1998 (see here) 

and you should already be treating the personal information you collect in accordance with the law. 

GDPR introduces some new obligations that you will need to prepare for and be ready to implement 

before 25th Mary. 

Under current data protection legislation, any organisation which collects personal information is required 

to register as a Data Controller with the ICO unless one of a number of exemptions applies. Fortunately 

for civic societies, one such exemption does apply and we don’t need to register with the ICO as Data  

https://ico.org.uk/for-organisations/guide-to-data-protection/


 

 

 

 

Controllers provided that we only collect and use that personal information which is necessary to 

administering the membership activities of our societies. 

Although not required to register as Data Controllers, we should, nonetheless, treat personal information 

collected in accordance with the principles of data protection legislation. It should be kept securely and 

only shared with those that need to use the information for the purposes of the society’s membership 

activities. Some questions you might therefore wish to ask about your current arrangements are: 

a) Are the membership records of your society held securely? 

b) If kept as paper records, are they kept under lock and key?  

c) If kept on a computer, are they password protected? Could they be encrypted?  

d) Who has access to the membership records of your society? (Do family members have access to 

your computer? Unless they have bona fide reasons for accessing data about your members, they 

shouldn’t be able to see your membership records.) 

e) How do you prevent others from gaining access? (Are you using the latest anti-virus software for 

example?) 

f) How do you respond to requests from members to see the information you hold about them? 

GDPR strengthens the requirements of the current data protection legislation and makes it mandatory for 

organisations to be able to demonstrate transparency. You will now need, for example, to be able to show 

that you are complying with the legislation and will therefore need procedures in place that members of 

your committee are aware of and following. 

There are a number of websites covering GDPR and its wider issues but the best place to start is with the 

website of the ICO (https://ico.org.uk/). This bulletin can only scratch the surface and is not intended to be 

definitive. You are urged to have a look at the ICO website to satisfy yourself that any steps you take to 

prepare for the introduction of GDPR are sufficient. 

Finally, remember that for every Threat there is an Opportunity. Don’t think of this as being about more 

red tape but see it as an opportunity to tidy up your databases and procedures and a reason to contact 

your members to remind them who you are! 

Richard Ward. 

Please note that the information given above and below is offered on the basis that we want to 
help YHACS members to prepare for the introduction of GDPR. You should familiarise yourself 
with the official advice and guidance being offered by the Information Commissioner’s Office 
(ICO), particularly as this guidance is still emerging. 

YHACS cannot be held responsible for any inaccuracies or omissions in the information we are 
providing in this bulletin. 

 

https://ico.org.uk/


 

 

 

 

1. GDPR – What’s changing? 

GDPR introduces some new principles that require personal data to be: 

i. processed lawfully, fairly and in a transparent manner in relation to individuals; 

ii. collected for specified, explicit and legitimate purposes and not further processed in a manner that is 

incompatible with those purposes; further processing for archiving purposes in the public interest, 

scientific or historical research purposes or statistical purposes shall not be considered to be 

incompatible with the initial purposes; 

iii. adequate, relevant and limited to what is necessary in relation to the purposes for which they are 

processed; 

iv. accurate and, where necessary, kept up to date; every reasonable step must be taken to ensure that 

personal data that are inaccurate, having regard to the purposes for which they are processed, are 

erased or rectified without delay; 

v. kept in a form which permits identification of data subjects for no longer than is necessary for the 

purposes for which the personal data are processed; personal data may be stored for longer periods 

insofar as the personal data will be processed solely for archiving purposes in the public interest, 

scientific or historical research purposes or statistical purposes subject to implementation of the 

appropriate technical and organisational measures required by the GDPR in order to safeguard the 

rights and freedoms of individuals; 

vi. processed in a manner that ensures appropriate security of the personal data, including protection 

against unauthorised or unlawful processing and against accidental loss, destruction or damage, using 

appropriate technical or organisational measures. 

2. Privacy Policies 

As you might imagine from reading the above, this means that the information you keep about your members (such 

as names, addresses, phone numbers, email addresses, payments made, etc.) must be accurate and up to date. 

More than this, you will need to be able to show that you have procedures in place to make sure that this is the case 

and that members can see the information you hold and have it corrected if it is incorrect. You will also have to be 

able to justify why you are holding the information. To do this, you will need to start by drawing up a policy document 

that you can show to your existing and potential members and which sets out how you handle their information and 

how you use it. You may wish to call this document your Privacy Policy. An example Privacy Policy drawn up by 

Wakefield Civic Society is attached for you to adapt for your needs. Note that there are two versions of this – one for 

existing members and one for new or potential members. 

Remember to include reference in your Privacy Policy to any arrangements you have with third parties where you 

might share personal information you hold or where you might pass on information from others and in what 

circumstances to your members. 

3. Security of Information 

You might wish to re-visit your security procedures. How many people have a need to access data for the smooth 

running of your society and how are they protecting it? Is it stored in encrypted form and on password-protected  



 

 

 

 

devices? You can encrypt Word and Excel documents quite easily (use the File tab and then ‘Protect Document’) 

but remember the password otherwise you too will be locked out of your data! Anyone who you share the document 

with will also need the password. 

Make sure that any IT equipment you are using is protected by the latest anti-virus software and that anyone you 

share the information with on your committee also has such protection in place. 

Do family members use your computer? If so, how do you make sure they don’t see your membership records?  

If family members use your email address, we recommend that you set up a new email account specific to you.  

4. Individual Rights 

GDPR strengthens individual rights and you will need to be ready to respond to requests from your members and 

anyone else you hold personal data about. People will have the right to make a ‘data access request’ – in other 

words, to ask to see what information you hold about them – and to request their information be deleted from your 

records, called ‘right of erasure’. GDPR also gives people the right to ‘data portability’ – where someone asks you to 

transfer their records to another organisation or supplier but this is not likely to affect civic societies. What will most 

definitely affect us, however, is the need for you to gain consent from members in the future to continue contacting 

them about your activities. 

4a. Subject Access: Whereas organisations can make a charge under current rules for responding to a data 

access request, under GDPR, dealing with such requests in future will, in most cases, have to be something you do 

free of charge. You will need to respond to such a request within one month of receipt. 

4b. Right of Erasure: Your members can, of course, cancel their memberships at any time. Under GDPR, they can 

also request that you delete their information. However, you will need to consider how to comply with this request 

carefully as you may need to be able to demonstrate to HMRC where your income derives from or that you have 

made a claim for Gift Aid legitimately. In such matters, you may need to keep information for a period after the 

membership is cancelled and GDPR does allow organisations to hold data where it is in their ‘legitimate interests’ to 

do so [The phrase ‘legitimate interests’ is used in the GDPR legislation and allows organisations to process 

personal data that is necessary for their legitimate interests or the legitimate interests of a third party unless there is 

a good reason to protect the individual’s personal data which overrides those legitimate interests. You can find out 

more on the ICO website here.] 

4c. Consent: Under the current data protection legislation, it can be assumed that anyone who takes out 

membership of a civic society has consented to receive information about the activities of the society. Under GDPR, 

that assumption can no longer be made and you will, in future, have to seek explicit consent from your members to 

send them information about your activities and events. This means that, from 25
th
 May onwards, any new members 

will need to have read your Privacy Policy (see above) and signed a consent form on which they have indicated how 

they wish to be contacted.  Note, however, that under the ‘Legitimate Interests’ provision, we think that you will still 

be able to contact your new members about their subscription renewals, even if they haven’t given consent to 

receiving information about your events and activities. 

You may wish to redesign your membership forms to include a reference to your Privacy Policy and to include a 

consent authority to show that the member consents to receive information by post, by telephone, by email and/or 

by text message and to make clear what sort(s) of information they are giving consent for you to send. 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-processing/legitimate-interests/


 

 

 

 

Our current understanding (informed by recent advice given to us) is that you will not need to seek explicit consent 

from your existing members to received information about your events and activities. Where there is an ongoing 

relationship between your society and your members and they are used to receiving information from you, they can 

be deemed to have given ongoing consent but you should still provide them with a copy of your Privacy Policy so 

that they know what you are doing and have a right to opt out. You might wish to consider a separate version of 

your Privacy Policy to issue to existing members only in the run up to 25
th
 May.  If you have a membership renewal 

form for existing members to use when they pay subscriptions in the future, then the renewal form might usefully 

reference your Privacy Policy and provide a consent option. 

Remember that the information you hold about someone and the uses you make of that information need to be 

proportionate. You cannot for example assume you can give your members’ email addresses to YHACS to enable 

YHACS to mail them directly, even though you may think this desirable, as this is not something for which they have 

provided data to you. You can, however, send information about YHACS and its activities to your members if you 

have made it clear that you will do this in your Privacy Policy. 

5. Data Breaches 

If you become aware of a breach of data, ie, where you release private information about one or more of your 

members to others who have no right to see it, you will have three days in which to notify both the Information 

Commissioner and the individual(s) concerned about the breach.  

6. Attachments 

1. Privacy Policy for existing members – Wakefield Civic Society example 

2. Privacy Policy for new members – Wakefield Civic Society example 

3. Consent Form – Wakefield Civic Society example 

 

 

Kevin Trickett MBE 

YHACS Chair 
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Wakefield Civic Society – New Privacy Policy 

How we are preparing for the new law on data protection and privacy 

GDPR (the General Data Protection Regulation) comes into effect on 25th May 

2018 and this has implications for how we handle your data and how we 

communicate with you in the future. 

The Society already takes all reasonable steps to ensure that data collected about its 

members is treated confidentially. Your Executive Committee believes that we 

comply with current data protection legislation. 

However, the law on how organisations handle personal data is changing from 25th 

May 2018 when the new GDPR comes into effect. We therefore need to tell you how 

the Society handles your personal data and to explain how the changes will affect 

you and your relationship with the Society in the future. 

Although the new legislation comes from the EU, the British Government has 

confirmed that application of the new rules will not be affected by the UK’s proposed 

withdrawal from the EU and we are therefore obliged to implement the new rules. 

In the UK, it is the Information Commissioner’s Office (ICO) which is responsible for 

enforcing data protection legislation. The ICO is publishing advice and guidance on 

how the new law will work and what steps organisations must take to prepare for the 

new legislation but the guidance is still not complete. We know, for example, that the 

EU law allows member states to take account of the specific needs of small and 

micro organisations. The Society is already exempt from some provisions of current 

data protection law but, at the time of writing, the ICO has not published any details 

of the exemptions that might apply for small organisations such as ours following the 

introduction of the latest changes so we are working on the basis that there will be 

no such exemptions. If that changes in the future, we will, of course, let you know.   

What is ‘personal data’? 

In this context, personal data is any information about you which allows us to identify 

you.  

The Society keeps the following personal data about you: 

 Your name and title 

 Your address 

 Your phone number and/or mobile phone number where you have provided 

one 

 Your email address where you have provided one 

 Details of membership subscriptions you have paid 

 Details of any Gift Aid authorities you may have signed 

Attachment 1: Wakefield Civic Society - Existing Members
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 Details of any events you may have attended and payments you have made 

for admission tickets 

 Details of any dietary requirements you have told us about when booking 

events where food is served – we usually only keep this information in the run 

up to an event and we will need to pass the information on to the 

establishment at which the event is being held. 

 In addition, we may have retained emails that you have sent us to book 

events or ask questions about the Society and its activities. 

Your personal data is stored on laptops operated by members of the Society’s 

committee on a need to know basis: that means information is usually only held by 

the President and Treasurer but may also be accessed by the Vice President and 

Secretary, any IT manager we may appoint and our Membership Secretary (should 

we appoint one) when the need arises.   

Membership records are stored securely. They are encrypted and password 

protected and regularly backed up, both on a stand-alone hard drive and ‘in the 

cloud’: we have a commercial arrangement with a supplier (Box) to store our records 

on their servers. Box is an international company with its headquarters in the USA 

but with a London office. They too must comply with the new data protection rules 

and have provided assurances to their customers that they will adhere to the new 

law being introduced from 25th May 2018.   

Some of our records, such as membership forms and Gift Aid authorities, are also 

retained in paper format and are held under lock and key by the Treasurer. 

We keep the information for as long as we deem necessary within the remit of the 

legislation. Membership details and Gift Aid authorities will be retained for as long as 

you are a member. We may also need to keep financial information for a period of 

six financial years after the end of the financial year in which the transaction 

occurred so that we can respond to any enquiries from HMRC about our income or 

applications for Gift Aid. 

We only use the information we keep to help us to administer the functions of a 

membership-based organisation and to notify you of our latest news, activities and 

events.  

As we do now, we may occasionally also tell you about events organised by others 

that we think may be of interest to members (see below) but we will not pass on your 

information to third parties without your permission unless we are required to do so 

in law. 
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Your rights 

You have a right to ask us to tell you what information we hold about you at any time. 

You can do this by writing to us at our postal address as shown below or by emailing 

us at info@wakefieldcivicsociety.org.uk.   

You also have the right at any time to correct any information we hold about you 

which is incorrect or out of date. 

You have a right to cancel your membership at any time and ask for your details to 

be removed from our mailing lists. Please note that we may need to keep details of 

payments you have made to us (and what for) even after your membership ends as 

explained above. 

How we will contact you 

At the moment, when you join the Society, we add your name to our mailing lists and 

then keep you informed of the Society’s activities. As a minimum, we will continue to 

contact you about your membership of the Society and to remind you of when your 

subscription is due.  

In addition, we will continue to tell you about our events and activities unless you ask 

us to stop.  

We will also continue to tell you about civic society related events organised by other 

organisations within the movement such as Civic Voice, the Yorkshire and Humber 

Association of Civic Societies (YHACS) and other civic societies in the local area.  

We may also inform you about events and activities organised by other organisations 

in and around Wakefield (eg, Wakefield Historical Society) where we think the events 

will be of interest.  

We will use our judgement and discretion to decide which events not organised by 

us that we tell you about.  

Please bear in mind that we will usually only contact you in the way we do now. This 

will usually be by email (if you have provided us with an email address) or by post. 

People who have provided us with an email address will receive information from us 

more frequently than people who have only provided us with a postal address. (This 

is based primarily on the costs of printing and postage but can also be due to the fact 

that we sometimes receive information from others at very short notice and there 

isn’t time to issue postal communications to members.)  

Very rarely, we may need to contact you by telephone but this would usually only be 

to let you know about late changes to our events where an email or letter may not 

reach you in time. 

Please keep a copy of the new policy for your records. 
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Wakefield Civic Society – Privacy Policy 

The Society takes all reasonable steps to ensure that the personal data it collects about its 

members is treated confidentially. 

What is ‘personal data’? 

In this context, personal data is any information about you which allows us to identify you.  

The Society keeps the following personal data about you: 

 Your name and title 

 Your address 

 Your phone number and/or mobile phone number where you have provided one 

 Your email address where you have provided one 

 Details of membership subscriptions you have paid 

 Details of any Gift Aid authorities you may have signed 

 Details of any events you may have attended and payments you have made for 

admission tickets 

 Details of any dietary requirements you have told us about when booking events 

where food is served – we usually only keep this information in the run up to an event 

and we will need to pass the information on to the establishment at which the event is 

being held. 

 In addition, we may have retained emails that you have sent us to book events or ask 

questions about the Society and its activities. 

Personal data is stored on laptops operated by members of the Society’s committee on a 

need to know basis: that means information is usually only held by the President and 

Treasurer but may also be accessed by the Vice President and Secretary, any IT manager 

we may appoint and our Membership Secretary (should we appoint one) when the need 

arises.   

Membership records are stored securely. They are encrypted and password protected and 

regularly backed up, both on a stand-alone hard drive and ‘in the cloud’: we have a 

commercial arrangement with a supplier (Box) to store our records on their servers. Box is 

an international company with its headquarters in the USA but with a London office. They too 

must comply with the data protection legislation and have provided assurances to their 

customers that they will do so.   

Some of our records, such as membership forms and Gift Aid authorities, are also retained 

in paper format and are held under lock and key by the Treasurer. 

We keep the information for as long as we deem necessary within the remit of the 

legislation. Membership details and Gift Aid authorities will be retained for as long as you are 

a member. We may also need to keep financial information for a period of six financial years 

after the end of the financial year in which the transaction occurred so that we can respond 

to any enquiries from HMRC about our income or applications for Gift Aid. 

We only use the information we keep to help us to administer the functions of a membership-

based organisation and to notify you of our latest news, activities and events.  

Attachment 2: Wakefield Civic Society - New Members
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We may occasionally also tell you about events organised by others that we think may be of 

interest to members (see below) but we will not pass on your information to third parties 

without your permission unless we are required to do so in law. 

Your rights 

You have a right to ask us to tell you what information we hold about you at any time. You 

can do this by writing to us at our postal address as shown below or by emailing us at 

info@wakefieldcivicsociety.org.uk.   

You also have the right at any time to correct any information we hold about you which is 

incorrect or out of date. 

You have a right to cancel your membership at any time and ask for your details to be 

removed from our mailing lists. Please note that we may need to keep details of payments 

you have made to us (and what for) even after your membership ends as explained above. 

How we will contact you 

When you join the Society, we will confirm your membership and send you a membership 

pack. After that, we will remind you when your subscription is due in January each year.  

However, to get the most out of your membership, we would also like to tell you about our 

events and activities and we ask you to give us consent to do so by ticking the box on our 

membership form. We will then send you regular updates unless you ask us to stop.  

We will continue to tell you about civic society related events organised by other 

organisations within the movement such as Civic Voice, the Yorkshire and Humber 

Association of Civic Societies (YHACS) and other civic societies in the local area.  

We may also inform you about events and activities organised by other organisations in and 

around Wakefield (eg, Wakefield Historical Society) where we think the events will be of 

interest.  

We will use our judgement and discretion to decide which events not organised by us that 

we tell you about.  

We would prefer to contact you by email as this helps to keep costs down and means we 

can send you more information that we can if you only want to hear from us by post. 

It would also help us if you can give us consent to contact you by telephone. We will only do 

this exceptionally, for example, if we need to tell you about late changes to our events where 

an email or letter may not reach you in time. 

Please keep a copy of the new policy for your records. 
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Wakefield Civic Society Privacy Policy – Consent Form 

Please complete this form to authorise us to contact you 

 Please 
tick to 

confirm 

   

I have read Wakefield Civic Society’s Privacy Policy and agree to my 
personal data being used in the way described:   

   

 

    

I consent to receive information about Wakefield Civic Society’s activities and 
events, as well as information about events organised by others that the 
Society thinks may be of interest to me: 

   

   

   

    

You may contact me by email:    

    

You may contact me by post:    

    

You may contact me by telephone or text message    

    

 

 

Please sign here: ___________________________________________________________ 

Add the date: ______________________________________________________________ 

 

Please print your name: ______________________________________________________ 

 

Your address: ______________________________________________________________ 

 _________________________________________________________________________ 

 

Your telephone number(s):   __________________________________________________ 

Your email address: _________________________________________________________ 

Please return this form or direct any enquiries about the above to us at 

Wakefield Civic Society, PO Box 380, Wakefield, WF1 3WT 

You can also email it to us at info@wakefieldcivicsociety.org.uk  

(Telephone: 07967 516841) 

Attachment 3: Wakefield Civic Society - Consent Form for New  Members


