[image: ]GDPR – General Data Protection Regulation
Data protection is about protecting people’s privacy. There are rules set out in law which all organisations, however small, must follow in order to help protect people’s data and privacy.
Personal data is information about a person which identifies them. This includes basic things like names and addresses. 
Your group can only use personal data if it is in your group’s legitimate interests and with consent. This means that you can only use data in ways that are necessary in order to run your group. 
Your group can only use personal data if you have explicit recorded consent. People must be well-informed in order to give consent. You must explain why you need the data and what you will use it for, how it will be stored, for how long and how it will be disposed of. Consent is only valid for the particular purpose it was gained for. You need to let them know that it will be used, for example, for sending minutes, newsletters, information about events etc.  
Consent should be given in writing e.g.
XXXX Guild needs your name and email address in order to send you information about group activities.
 Please tick the boxes below to give consent for us to use your details.
 I consent for XXXX Guild to send me details of their events and meetings.
 I consent for XXX Guild to send me information about their campaigns.
 I consent for XXXX Guild to send me fundraising appeals.

Your details will be stored securely by …………………. and will be deleted within one month if you end your membership of XXXX Guild. You can withdraw your consent for us to use your information, or ask us to amend or delete your details, by contacting …………………………………

You should only collect, store or use personal data if there is a clear purpose for doing so. If there is no longer a purpose for holding someone’s data, it should no longer be kept. You should only collect the minimum amount of data that you need. It should be correct and up to date.
Personal data can be held electronically or on paper. Photographic and film images are also considered to be personal data if people are identifiable in them. 
It should be held securely and not shared without the consent of the person who it is about.
You can find out more at https://www.gov.uk/data-protection
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