How To Complete The 2024 CIM Proforma

A.
Forename: the forename your member wishes to appear on the membership card. It could include salutations such as Mr, Mrs, Prof, etc

B.
Surname: the members surname
C.
Previous Name: If your member's name has changed during the year please enter their previous name (as it appears on their BCA membership card). Include the reason. Eg. Married, typo, etc.

D.
Membership number: Please provide the BCA Membership Number for existing BCA Members. If a new BCA member, please leave this field blank. 
E.
Primary Club Name: The name of the club that the member is joining BCA through, which will not be your club if they are insurance status AN. Please note item H below.
F.
Joining Date: This is the joining date for new members joining during this year. Leave blank if this is a renewing member. Your new member will be insured from this date.
G.
Fee Paid; Please enter the amount paid for membership – see application form for fees
H.
Insurance Status: Please enter either C, NC, STU, U18 or AN:
- C: Caving member
- NC: Non caving member
- STU: Full-Time Student 

- U18: Under 18 on 1st Jan 2024
- AN: membership via another club or a DIM
It is important that all of your club members (including DIMs) are listed so that confirmation of membership status can be provided to other club membership secretaries on request. 
I.
Email Address:  Please enter the members email address. A single valid email address only, otherwise leave blank.
Providing an email address is optional. 
To pass it on you must have consent from your members.
Email address will be used for administrative emails that BCA needs to function (e.g. membership administration, AGM notification and conducting ballots) and to email out the Newsletter and other such items of information that BCA thinks is of general interest to its members.
Members are free to opt out of such communications at any time.
J.
Gender (M/F): Providing gender data is optional. You may leave this field blank or put an M or F in the gender field. Gender information is only used within the BCA to track membership trends.  
K.
Year of Birth: Providing year of birth information for your club members is optional. If possible please enter the member’s year of birth. Year of birth data is only used within the BCA to track membership trends.
L-R.
Address Fields:  Please can you check that we have the correct address for your members.
Please note that the address should be entered using all the address fields, rather than typing into a single cell. The first address field (cell “K”) should contain the full first line of the address, e.g. 1 Nowhere Road rather than just the “1”, it helps to limit rejections by various postal services
If no address is provided for a member, the club secretary’s address will be entered as the default address for that member. BCA has to be able to demonstrate that it knows who its members are and where they live and it is incumbent on the club to provide that information to BCA.
Data Protection:

The existing Data Protection Legislation has been strengthened with the introduction of the General Data Protection Regulations (GDPR) in May 2018. In order to comply with data protection laws you need to inform your members that you are passing the above information about them to the BCA. 

If you have any question about data protection please contact the BCA Secretary.

