REQUEST FOR ACCESS TO SUMAC MEMBERSHIP SYSTEM

1 - APPLICANT INFORMATION

Name: Position:
Club:

Phone Number: Email:
Access Requested: Notes:

O] Update Membership Data
[] view Only Membership Data

Signature: Date:
g X

2 - CLUB APPROVAL

Name: Director’s Position:
Phone Number: Email:
Signature: X Date:

3 — OFFICE USE ONLY

Verified with Club: []Phone ] Email Date:

Approved by SUMAC Admin — Name:

Signature: X Date:
ID ASSIGNMENT

[]1D Assigned: Update Membership Data

[ ]1ID Assigned: View Data Only

CONFIRMATION EMAIL SENT TO REQUESTER

Date: Notes:

You may complete the form online, download and digitally sign it using Adobe, or print it and use a
pen. Further instructions, along with the Terms and Conditions of Data Security and Privacy, are
outlined on the following page. By signing this form, you agree to abide by those terms and conditions.

RETURN COMPLETED FORM BY EMAIL TO SUMAC@BOWLSBC.COM
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How to Complete the Form

1. Fully complete the Applicant Information for the person requesting access.
a. All data and signature are mandatory.
b. Check “Update Membership Data” to apply for access to all functions at the Club level, or
“View Only” to view, report and print club data (no access to email functions currently).
c. Passthe form to an authorized Club Director for approval.
2. The Club Director then completes and signs next section, and emails the form to Sumac Admin.
3. The Sumac Administrator will review the application and, once approved, will send ID and Password
information to the Applicant only.

TERMS AND CONDITIONS OF DATA SECURITY AND PRIVACY

Your club data resides on a shared database with all other Bowls BC clubs’ data. Your data is stored in a
separate segment on the database so that only your club has access to it. Your ID and Password ensures
that only you have access to your club data and you cannot see or modify any other club’s data. The
SUMAC software captures the ID of the person that added or made changes to Membership data.

Club data is secure on the SUMAC platform because the system complies with Canada’s Personal
Information Protections and Electronic Documents Act, and it offers role-based data access controls and
world-class data storage security.

Privacy of Membership Data held in the Membership System

All parties having access to the Membership System agree to conform to the Bowls BC Policy #E7 -
Privacy and, in addition, agree:

¢ Tonever share IDs or passwords with anyone. If more than one person is responsible for managing the
membership data, then all such persons must be approved for their own ID and password.

e Owners (applicants) of IDs and passwords must notify the SUMAC Administrator at Bowls BC
immediately when their role changes and they no longer require access to the Membership System.

¢ Membership data identifying a member (name, phone number, postal address or email, etc) shall not
be shared with any person or organization without the express approval of the member.

¢ Anonymous data used for statistical purposes in the operation of the Club, region, or Bowls BC does
not require a member’s approval.

Who Has Access to Your Data and for What Purpose:

Position Function

Authorized Club User(s) Can View, Add and Change their Club Member Data
Can inactivate Member Data

Can reactivate Member Data

Can Change Director records in Club Organizations
Bowls BC SUMAC Administrator(s) Can View all Clubs Member Data.

On request from club:

1. Can Update membership status during annual reset of
Members Data

2. Can Delete Specific Member Data

3. Can Purge old non-member data from Database

Can View Club Directors

May summarize data as requested by Bowls BC Directors
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