Personal Data Sharing Procedure
Bishops Cleeve Gardener’s Club
This procedure sets out the personal data sharing principles and process for Bishops Cleeve Gardeners’ Club (BCGC) and its committee members. 
BCGC Data Protection and Privacy Policy sets out why BCGC collects personal information, how we use it, and how we keep it secure. To access the full policy, visit the website www.bishopscleevegardeningclub.co.uk
The Chair of the Committee will be the controller of all personal data we hold about club members and others. The Chair is responsible for making sure that the Club complies with the General Data Protection Regulation (GDPR). 
This procedure sets out the roles and responsibilities of committee members in relation to the personal data of members, visitors, guests and other people using the services and facilities of the club. 
It also sets out the process by which personal data will shared with appropriate committee members.
Committee roles and data access principles
	Committee Role

	Data
	Use

	President of Bishops Cleeve 
	All contact and membership details including name (s), address, phone number, email and membership details
	To manage the relationship with members, enquirers, guests and visitors

	Chair of the Committee
	All contact and membership details including name (s), address, phone number, email and membership details
	To administer memberships and manage the relationship with members, enquirers, guests and visitors

	Vice Chair of the Committee
	All contact and membership details including name (s), address, phone number, email and membership details
	To administer memberships and manage the relationship with members, enquirers, guests and visitors

	Membership Secretary
	All contact and membership details including name (s), address, phone number, email and membership details
	To administer memberships and manage the membership relationship with members, enquirers, guests and visitors

	Trip and Event Organiser 
	All contact and membership details including name (s), address, phone number, email and membership details of members and guests who have requested details of, or who have booked onto trips and events
	To administer trips and events organised by the club

	Communications Organiser 
	All contact and membership details including name (s), address, phone number, email and membership details 
	To send the bi-monthly newsletter and any other communication regarding members offers, trips and events



Member, guest, visitor and enquirer personal details will not be shared with any other committee member unless they are fulfilling a role outlined above.
Sharing of personal data
All committee members who have access to personal data held by BCGC will be responsible for keeping data safe and secure under the terms of the BCGC Data Protection and Privacy Policy. 
Personal data will be shared with appropriate committee members via email using a password protected file. It is the membership secretary’s responsibility to ensure that this file is kept up to date. Where members have opted out of receiving newsletters or details of other promotions, events, activities, or products, their details will be removed from the members list prior to sending to other committee members.
When sending communication to members such as newsletters, or information about events and trips, committee members will either send individual emails or where a group email is used, members email details will be inserted in the BCC line so that their email address is not visible to other members. The exception to this is where prior consent is obtained. 
Personal data may also be shared with external partner organisations from time to time, as set out in the BCGC Data Protection and Privacy Policy. Personal data will only be shared for the purposes of administering membership benefits. For all other purposes, explicit consent will be sought from members. 
Where personal data is shared with external organisations, this will be shared via email using a password protected file. 
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