


[bookmark: _GoBack]To All Area Group Leaders
General Data Protection Act

The following information and instruction was first issued in 2014 to all Area Group Leaders and is herewith re issued for 2018 to cover GDPR updates, and relates to all existing and newly elected Area Group Leaders and Representatives. It is imperative that all recipients read, understand and retain this document.
Key requirements of the act:
It is a legal requirement from the act, that where people’s details are given for use by an organisation or society, they should be kept within that organisation or society and not passed on without express consent from the person involved. All details are to be used only for the purpose they were given.
Whilst the manner in which the Society operates does not require it to be registered under the Act, we are required to adhere to the procedures as it affects our organisation, and it is to this end that this letter is being sent to you.
Many Group Leaders may already follow some, if not all of the content, but as a Society we are required to make you aware of the requirements periodically.
On receipt of any membership list for Area Group use, you must not reproduce, publish or display it in any form without the express permission of each and every person named thereon.
Area group leaders and are permitted to contact any member in their area as that is within the stated purpose of the society, and the details can be used to send your own G Scale newsletters and event updates etc. to your members as this is standard society communications [ not general marketing ]. They should not be used for any communications which are not related directly to the G Scale Society or the direct activities of a G Scale Society Area Group.
Lists must not be used to extract any information for distribution to members, current or new, either on its own, or within any form of Newsletter or other local communication you have with your members, nor can it be displayed on any notice board for anyone to see.
You can use it to contact each individual as required by you,  and if putting members in touch with each other you can only contact them yourself in the first instance, and with their permission you can then put them in touch with each other. What personal information they then share with each other becomes their sole responsibility thereafter.
The use of membership numbers and names as indicated in the welcoming of new members, as  shown in the Journal from Spring 2014 onwards, is acceptable, and can be used, for example, in this manner as a signing in sheet at meetings. If members are required to give addresses or other contact details on a sign in sheet, arrangements must be in hand for visitors to sign in on a separate sheet. This is also a requirement for protection of your arrangements under the Society's Insurance.
Once you are no longer an AGL, you must destroy, by shredding, any paper list or printout in your possession, and arrangements made with the Society to issue a fresh copy to the new incumbent, along with this set of instructions.
As always with legislation this may all seem extreme, but the requirements must be adhered to for the protection of the rights of the individuals and also you as a custodian of the information disseminated to you.
If an Area Group has any form of registration of members within their own Area it is their responsibility to administer it, but it is required that any list compiled should be in accordance with the Data Protection Act.

Fraser Neilson, Membership Secretary, April 2015
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