
 

Group Member Data Collection Form 

 

Please use this template form to collect the contact details of your local group members. It 

will help you to capture only the necessary information that you need from group members 

in order to keep in touch with them. When you have collected this data, you must store it 

securely and use one form per person. You must ensure that only the designated 

committee member handles these forms to minimise the risk of anything getting lost. It is 

also important that you understand what information you are collecting and what it means.  

Personal data/information 

Personal data is any information that could allow a living person (called the subject) to be 

identified.  For example, names, contact or financial details of members, volunteers, 

supporters and beneficiaries.  

Sensitive personal data/information 

Sensitive data includes information about someone's health, age, political beliefs, sexuality, 

religion, race and criminal records.  There are extra restrictions on how sensitive data must 

be handled so please do not use this form to collect any of this sensitive information. 

Diabetes type is classed as personal sensitive data as it is information about a person’s 

health.  

 

When you have used this form to collect data, please ensure that you: 

 Always keep it in a closed file or box. When not in use, keep your file or box in a 

locked drawer or cupboard.  

 Keep your file or box out of the reach of unauthorised persons. 

 Never leave documents lying around unattended. 

 Always dispose of personal or sensitive personal data securely.  

 Only use the data for the purpose it was collected. 

 Make sure you keep a log of how people want to be contacted (recording their 

consent) and only contact them via their preferred method. 

 Refer to the Keeping Safe and Legal, Data Protection and Confidentiality guide for 

more information about how long you should keep this data and how you should 

be storing it when you get home. 

 

 

 



 

Please let us know how to stay in touch with you, so you can be updated 

with information about our meetings and events. Simply fill in the form 

below with your preferred method of communication. 

 
*Keeping in touch 

We would love to keep you updated on our work and on the different 
ways you can support us, including financial support. Please tick the ways 
you are happy to be contacted. 

□ by phone      

□ by email     

□ by text message 

This information is for use by the group only. We will not provide or sell 
your personal data to other companies for marketing purposes.  
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