Hitchin Historical Society Data Protection Policy

1. The Society only processes personal information for the benefit of the membership
and the efficient running of the Society.

2. The data subjects are those of the status of: Life Members, Members, Honorary
Members, Complimentary Members and Ex-officio Members. The categories of
personal data relating to these members are: title, names, addresses, telephone
numbers, email addresses, Gift Aid status and their “interests” relevant to the
objectives of the Society.

3. The recipients of the data are limited to Committee Members (including co-opted
Members) where this is necessary for the running of the Society. Committee
Members do not have this data automatically provided to them.

4. The Society would only transfer data to a third party where this was necessary for
organised events and there was a specific reason, e.g. security. Transfer would be
limited to information essential to meet such requirements.

5. Data of deceased members and those not renewing their membership will be
erased from the membership database as soon as information is received or in the
case of non-renewals immediately after the Society’s AGM.

6. The Membership database is held on an Excel spreadsheet on the Membership
Secretary’s personal computer. This is protected by Anti-virus software which is
continually updated. If part or all of the database is provided to a Committee
Member as a hard copy or as an electronic document it is the recipient’s
responsibility to hold that data securely and when its use has ceased to securely
destroy it.

7. The database is constructed and maintained largely from paper application forms.
These forms will be kept for the current Membership Year and the previous year.
The previous year’s forms will be securely destroyed at the end of the current
calendar year. Only Committee members will be permitted to access these forms
and for a reason germane to the running of the Society. If a member has requested
deletion of their personal data it will be removed from our stored records within 28
days of a written or email request to the Membership Secretary.

8. The Society does not hold financial information of its members. It does hold Gift Aid
details for those members that have agreed to subject their initial fees and renewals
to Gift Aid. This information will be used by The Treasurer to reclaim tax using those
Gift Aid and relevant address details.

9. The Committee will appoint a Data Controller and a Data Processor. The Controller
determines the purposes and means of processing personal data. The Processor is
responsible for processing personal data on behalf of the Controller. Normally the
Membership Secretary would be the Processor.
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