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Data Protection & Privacy Policy

Glasgow Southside u3a’s responsibility for the protection of its members’ data is governed by the 2018 Data Protection Act (DPA 2018), which implements the General Data Protection Regulation (GDPR). The policy is reviewed on an ongoing basis by Glasgow Southside u3a’s Executive Committee (“the committee” to ensure that Glasgow Southside u3a remains compliant.  

To comply with DPA 2018, Glasgow Southside u3a will abide by the following practices.

a) For members, Glasgow Southside u3a will only collect and retain the personal data that is needed for membership purposes – a member’s name, postal address, email address (optionally), and telephone number(s).  This information will be collected from the completed membership form, or by email.  The completion and signing of the membership application form constitutes a contract between the member and Glasgow Southside u3a.

b) For Executive Committee members, Glasgow Southside u3a will also use their personal data for the purposes of serving on the committee.
c) Personal data collected by Glasgow Southside u3a is processed by the following systems and organisations, who act as data processors on our behalf:
· The u3a-provided contact database, Beacon – accessed by specific Executive Committee members and group facilitators
· The document storage system, DropBox - accessed by Executive Committee members

Glasgow Southside u3a is based in Scotland but makes use of cloud-based systems provided by suppliers based in a variety of countries. As a result, your personal information may be transferred outside the UK or European Economic Area.

All suppliers acting as data processors for Glasgow Southside u3a have committed to abide by DPA 2018, including rights of access and deletion, security and confidentiality. You can find links to their data protection regimes below:
· DropBox: https://www.dropbox.com/en_GB/privacy
· Beacon: https://www.u3a.org.uk/privacy-policy 
· u3a Portal: https://www.u3a.org.uk/privacy-policy

Personal data will not be shared with any other third parties, unless specific consent to do so has been given by the member. 
d) This information will only be stored if a member has given their consent. However, it will not be possible for a person to be a member if we cannot hold this personal data so that we can contact them regarding the u3a and its groups’ activities.  

e) The only people able to access data covered by this policy will be those who need to communicate with or provide a service to Glasgow Southside u3a members.  A limited number of trustees will have access to this data so that they can fulfil their roles of maintaining the membership records and the mailing list for the ‘Third Age Matters’ magazine.  Group facilitators will have access to the data only for the members in their respective groups, so that they can communicate with them as well as the other facilitators. 

f) Whilst a person is a member of Glasgow Southside u3a, their details will be held electronically and their membership form retained.  However, if a member resigns or does not renew their membership, their details will be deleted and their membership form destroyed. 

g) It is a member’s responsibility to ensure that Glasgow Southside u3a has their up-to-date information and our records will be modified as soon as any new information is received from them. If at any time a member wishes to view this information, they should contact the Membership Secretary via email using membership@glasgow-southside-u3a.org.uk or by phoning the Data Protection Officer – 07508 122 866 - and they will receive a response within 7 days. 

h) Glasgow Southside u3a’s principal method of communication with its members is by email. In order to maintain members’ privacy, all emails will be sent out as ‘blind copies’, so that members’ email addresses are kept private.  We will communicate with those members who are not on email either by phone, if they have given their consent, or by letter.  A member may choose to share their email address and/or phone number with other members, but we will not do so unless we have their consent. 

i) Glasgow Southside u3a will ensure that its trustees and group facilitators are aware of the expectations in relation to data protection and privacy and ensure that they carry them out in accordance with this policy. 

j) During the activities of the Glasgow Southside u3a, photographs and/or videos may be taken which will be used on our website and/or in newsletters.  If a member does not want to be included in these, it is their responsibility to ensure they are not included, as detailed in the Members’ Code of Conduct.  If a member wishes for a photograph and/or video to be removed, they should contact the Membership Secretary (see (f) above). 

k) If a member feels that they have received any communication from Glasgow Southside u3a which is not appropriate, they should inform the Membership Secretary and the matter will be investigated by the relevant committee member(s) and the outcomes discussed with the member. 

l) This policy is administered by the Chair of GlasgowIT Support (Henry Douglass) - Southside u3a as Data Protection Compliance Officer.

m) The Glasgow Southside u3a will keep, or have kept on their behalf, a file on Data Protection and Privacy, including this policy, also any other communications relating to data protection and privacy and what is being done to comply with the regulations. Membership Forms and Trustee Declaration Forms are retained by the Membership Secretary. 

n) This Data Protection and Privacy Policy is available to all members on request from the Data Protection Compliance Officer.

o) In the unlikely event of a breach of the Glasgow Southside u3a’s electronic records, members will be informed of the breach within 72 hours.  The Committee shall seek to rectify the cause of the breach. The Chair of Glasgow Southside u3a will contact National Office as soon as possible to discuss the seriousness of the breach, action to be taken and, where necessary, the Information Commissioner's Office would be notified. The Committee will contact the relevant u3a members to inform them of the breach and actions taken. A record of the actions taken will be kept. 


Date policy last approved by Committee: 3 March 2023
Next review date (up to 24 months after the date of the last policy approval): 1 Jan 2025
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