
DATA PROTECTION ACT

[GROUP NAME] : [DATE]
REGISTERED CHARITY NUMBER: XXXXXXX
DATA PROTECTION POLICY

[GROUP NAME] hereby undertakes:

a) that [GROUP NAME] shall process personal data as defined under the Data Protection Act 1998 strictly in accordance with that Act;

b) that [GROUP NAME]’s employees who may be required in the course of their duties to have access to personal data have undergone instruction relating to the care and handling of personal data;

c) that [GROUP NAME] shall not use any personal data for any purpose other than those permitted under the Data Protection Act;

d) that [GROUP NAME] shall not disclose personal data to any third party in any circumstances other than those permitted under the Data Protection Act 1998;

e) that [GROUP NAME] has appropriate operational and technological process and procedures in place to safeguard against any unauthorised access, loss, destruction, theft, use or disclosure of any personal data;

f) that [GROUP NAME] has complied with the requirement to notify the Information Commissioner in relation to personal data that it processes;

g) all staff and personnel must ensure personal data is stored in the lockable filing cabinets at all times and that these are unlocked at the start of the day, and locked at the end of the day;

h) all filing cabinets to be clearly marked that contain confidential information, and only to be accessed staff/ individuals;

i) no personal information or data of individuals to be left unattended on work stations or desktops;

j) any correspondence bought by service users that contain financial information and bank details must be handed back and no copies to be filed, alternatively if copies need to be filed for ongoing cases, bank details must be deleted/ erased from documents.

FREEDOM OF INFORMATION ACT

The Freedom of Information Act 2000 gives members of the public the right to request any information that we hold. This includes information received from third parties, such as, although not limited to, grant applications, grant holders, contractors and people making a complaint.

If information is requested under the Freedom of Information Act we will release it, subject to exemptions; although we may consult with you first. If you think that information you are providing may be exempt from release if requested, you should let us know when you apply.
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