
Personal Data Control Process (Existing Choir Members) 

 
 

                                                                                                                                              

 
 

 

NMMVC  - Personal Data Control Procedure V3  - Issued  29-05-2018 

     Input                   Process                          Output 

 
Consent 

Form listing 
types of 

personal data 
held 

Provide a consent form to all 
existing members for 

completion and return to 
Membership Secretary (MS) 

MS to Review consents  
 

File consent 
forms with 

membership 
form held by 
Membership 

Secretary 

Yes 

No 

Has 
consent 

been 
given for 
all data? 

MS to pass consent form to 
Web Administrator (WA) 

for action 

Consent 
changes from 
members via 

e mail or 
writing 

Web Administrator (WA) to:- 

1. Update personal data databases  
2. Confirm to the member that                                     
changes have been implemented via 
e mail or in writing (WA)  
3. Complete the Admin section of the 
consent form and return to the 
Membership Secretary for filing  

Confirmation 
of changes to 

member 
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   Input            Process                          Output
  

                               
  

MS passes the Member’s Personal 
Data Consent form to the Web 

Administrator (WA ) 

Membership 
Secretary 

(MS) advised 
of member 
leaving the 

choir 

WA shall 
 Delete Member’s details from the members contact list 
 Delete the Member’s photo from “Our Members” 

section of the web site 
 Remove the Member from Mail Chimp circulation list. 
 Remove the Member’s web site log-in details 
 
The WA confirms these actions by completing & initialling 
boxes 1,2,3 on the Member’s Personal Data Consent form 
and returning it to the MS 
 

File Completed 
Personal Data 
Consent form 

           PERSONAL DATA 
The MS shall: 

 Destroy all records pertaining to the Member 
 Tick and initial box 4 on the Personal Data Consent form as 

evidence of the actions taken 
 File the completed Personal Data Consent form 

               UNIFORM 
             The MS shall: 

 Advise the Wardrobe Master(WM) to arrange return of choir 
uniform 

   MUSIC 
      The MS shall: 

 Advise the Librarian(L) to arrange return of all music 

           MEMBERSHIP FEES 
              The MS shall: 

 Advise the Treasurer(T) to tell the member to cancel their SO 
 


