


Families in Telford General Data Protection Regulation Policy


Families in Telford needs to gather and use certain information about individuals who access their services. This policy covers the collection, storage and handling of this information to ensure Families in Telford complies with data protection and the law (UK General Data Protection Regulation).

Guidelines for staff

· Everyone who works for or with Families in Telford has some responsibility for ensuring data is collected, stored and handled properly.
· The only people able to access the data covered by this policy should be those who need it for their work.
· Data should not be shared informally.
· All data should be stored safely and securely.
· Personal data should not be disclosed to unauthorised people, either within the project or externally.
· Data should be regularly reviewed and updated. If it is found to no longer be relevant or required it should be deleted and disposed of appropriately. 

Data storage

· Data stored on paper should be kept in a secure place where unauthorised people cannot access it i.e. in a locked draw or cabinet.
· Paper should be shredded and disposed of securely when no longer needed.
· Electronic data should be protected by strong passwords that are changed regularly and never shared.
· Electronic data stored on removal media should be kept in a locked cabinet. 


The law requires that Families in Telford take reasonable steps to ensure that data is kept safe, accurate and up to date. We shall do this by:

· Holding data in as few places as possible. Unnecessary copies of data shall not be made.
· Ensuring that data is easy to update and there are regular opportunities for this to be done.
· Inaccuracies will be checked for each term.
· Ensuring everyone who has data held knows what information is being stored and how to gain access to it (subject access request).

There are certain circumstances where personal data may need to be disclosed to law enforcement agencies without the consent of the data subject. Under these circumstances, Families in Telford will disclose the requested data once it has been confirmed that the request is legitimate. 
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