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Membership Records:  

What do you need? 

Before you begin keeping records of your group it’s useful to work out exactly what 

information you need and why you need it.  

When your members sign up on the Bristol SU website you can access basic 

information such as their name, email, date of birth, next of kin etc. Using the SU 

website is the best and safest way to access members’ information. If you have 

offline subscribers and want to access their details online, just email bristol-

su@bristol.ac.uk with their university ID number.  

 

Collecting information 

Sometimes, you might need to collect more information about your members. For 

example, the Food Society might want allergy information so they can plan their 

socials to cater for everyone.  

 

 

 

 

 

 

 

What?

Contact information

Why?

To create a comprehensive 
membership database

What?

Vocal range

Why?

To put performance ensembles 
together

What?

Skier or snowboarder?

Why?

To plan training sessions according to 
ratio of skiers to snowsboarders

What?

Course (Academic Societies)

Why?

To analyse which courses your society 
is successfully reaching 

mailto:bristol-su@bristol.ac.uk
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There are lots of ways to collect additional information from your members. You 

should make it clear why you need the information and how it will be used. Try to 

plan and collect all the information you’ll need in one go to avoid annoying your 

members! 

 

 

Storing information 

How you store your information depends on several things, including how many 

people need to access it and how secure it needs to be. If your secretary is going to 

keep track of everything, a spreadsheet will do you nicely. If your whole group 

needs to see the information, you can look at file-sharing sites.  

 

You should have a plan in place to delete membership information once it’s no 

longer relevant to you. If you want to maintain a mailing list of alumni, ask them to 

confirm they’re happy for you to use their data for that purpose. This way, you will be 

able to keep track of how many alumni are actually interested in engaging with the 

group and you’ll be able to tailor your approach more effectively. 

 

Data Protection 

 
You MUST make sure you understand the principles of data protection and how it 

affects your role. A good place to start is with the Information Commissioner’s Office: 

https://ico.org.uk/for-organisations/guide-to-data-protection/data-protection-

principles/ 

It may be that in your group you collect sensitive information. In this case, you should 

consider using encryption and/or password protection. 

Spreadsheets

Get up to speed on some 
useful functions of 

Microsoft Excel here 
(www.keynotesupport.co

m/menu-excel-
basics.shtml)

Dropbox

Store all kinds of files and 
share them with the whole 

committee 
(www.dropbox.com)

Google drive

You will have access to 
Google drive and all its 

functions via your University 
of Bristol email address

Welcome Fair Sign Ups

This works for groups who 
aren’t overwhelmed by 

people at the Welcome Fair. 
Print out a spreadsheet of the 
information you want and get 
your new members to fill it in.

Surveys

Compose a survey in an email 
and ask for replies, or write 

one in Survey Monkey 
(www.surveymonkey.com) or 
Jotform (www.jotform.com)

Google Forms

Google forms collect 
information and then create 

a spreadsheet of the 
responses, which saves you a 

job!
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This is a really useful ‘how to’ article which shows you how to encrypt documents, 

cloud storage and emails. (www.pcworld.com/article/2025462/how-to-encrypt-

almost-anything.html) 

University guidance http://www.bris.ac.uk/infosec/uobdata/encrypt/file/ 
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