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Data  Protect ion  Act  1998

Community  Futures  i s  fu l ly  committed to  fu l l  compl iance with  the
requi rements  of  the  Data  Protect ion  Act  1998 (as  amended) .  The
char i ty  wi l l  therefore  fo l low procedures  which  a im to  ensure  that
a l l  employees ,  t rustees ,  serv ice  users ,  partners ,  s takeholders ,
tenants ,  contractors ,  consu l tants ,  funders  or  other  servants  of
agents  of  the  char i ty  (co l lect ive ly  known as  data  users )  who have
access  to  any persona l  data  he ld  by  or  on beha l f  of  the  char i ty
are  fu l ly  aware  of  an  ab ide  by  the i r  dut ies  under  the  Data
Protect ion  Act  1998.

Statement  of  Pol icy

The char i ty  needs  to  co l lect  and use  informat ion about  people  with  whom i t  works  in
order  to  operate  and carry  out  i t s  funct ions .  These  may inc lude members  of  the
publ ic ,  current ,  past  and prospect ive  employees ,  c l ients  and customers ,  funders ,  loca l
author i t ies  and suppl iers .   In  addi t ion  the  char i ty  may be  requi red by  law to  co l lect
and use  informat ion in  order  to  comply  with  the  requi rements  of  other  leg is lat ion .
Th is  persona l  informat ion must  be  handled and dea l t  wi th  proper ly  however  i t  i s
co l lected ,  recorded and used and whether  i t  i s  on  paper ,  in  computer  records  or
recorded by  other  means .  

Community  Futures  regards  the  lawfu l  and appropr iate  t reatment  of  persona l
informat ion as  very  important  to  i ts  successfu l  operat ions  and essent ia l  to
mainta in ing  conf idence between the  char i ty  and those  with  whom i t  carr ies  out
bus iness .  The char i ty  therefore  fu l ly  endorses  and adheres  to  the  Pr inc ip les  of  the
Data  Protect ion  Act  1998.

Handl ing  personal/sens i t ive  data

Community  Futures  wi l l ,  through management  and use  of  appropr iate  contro ls ,
moni tor ing  and rev iew:

• Use persona l  data  in  the  most  ef f ic ient  and ef fect ive  way to  de l iver  better  serv ices  
•  Str ive  to  co l lect  and process  on ly  the  data  or  informat ion which  i s  needed 
•  Use persona l  data  for  such purposes  as  are  descr ibed at  the  po int  of  co l lect ion ,  or  for
purposes  which  are  lega l ly  permit ted  
•  Str ive  to  ensure  informat ion i s  accurate  
•  Not  keep informat ion for  longer  than i s  necessary  or  requi red as  def ined by  law
• Secure ly  destroy  data  which  i s  no  longer  needed 
•  Take appropr iate  technica l  and organisat iona l  secur i ty  measures  to  safeguard  informat ion
( inc lud ing  unauthor ised or  un lawfu l  process ing  and acc identa l  loss  or  damage of  data  
•  Ensure  that  informat ion i s  not  t ransferred abroad without  su i tab le  safeguards  
•  Ensure  that  there  i s  genera l  informat ion to  the  publ ic  of  the i r  r ights  to  access  informat ion  
•  Ensure  that  the  r ights  of  people  about  whom informat ion i s  he ld  can be  fu l ly  exerc ised
under  the  Data  Protect ion  Act  1998



These r ights  inc lude:

• The r ight  to  access  the i r  own persona l  informat ion with in  40 days  of
request  
•  The r ight  to  prevent  process ing  in  certa in  c i rcumstances  
•  The r ight  to  correct ,  rect i fy ,  b lock  or  erase  informat ion regarded as
wrong informat ion  
•  Ensure  that  the  char i ty  wi l l  have an  off icer  spec i f ica l ly  respons ib le  for
data  protect ion  in  the  counc i l
•  Prov ide  gu idance and t ra in ing  for  a l l  those  requi r ing  t ra in ing  at  an
appropr iate  leve l  
•  Ensure  that  any  breaches  of  th is  po l icy  are  dea l t  wi th  appropr iate ly

The Pr inc ip les  of  Data  Protect ion  

The Data  Protect ion  Act  s t ipu lates  that  anyone process ing  persona l  data  must
comply  with  8  pr inc ip les  of  good pract ice .  These  pr inc ip les  are  lega l ly  enforceable .  

Summar ised ,  the  pr inc ip les  requi re  that  persona l  data :  

1.  Sha l l  be  processed fa i r ly  and lawfu l ly  and in  part icu lar ,  sha l l  not  be  processed un less
spec i f ic  condi t ions  are  met
2 .  Sha l l  be  obta ined on ly  for  one or  more  spec i f ied  and lawfu l  purposes  and sha l l  not  be
further  processed in  any  manner  incompat ib le  with  that  purpose or  those  purposes
3.  Sha l l  be  adequate ,  re levant  and not  excess ive  in  re lat ion  to  the  purpose or  purposes  for
which  i t  i s  processed
4.  Sha l l  be  accurate  and where  necessary ,  kept  up to  date
5.  Sha l l  not  be  kept  for  longer  than i s  necessary  for  that  purpose or  those  purposes
6.  Sha l l  be  processed in  accordance with  the  r ights  of  data  sub jects  under  the  Act
7 .  Sha l l  be  kept  secure ,  i .e .  protected by  an  appropr iate  degree of  secur i ty
8 .  Sha l l  not  be  t ransferred to  a  country  or  terr i tory  outs ide  the  European Economic  Area ,
un less  that  country  or  terr i tory  ensures  an  adequate  leve l  of  data  protect ion

The Act  prov ides  condi t ions  for  the  process ing  of  any  persona l  data .  I t  a l so  makes  a
d is t inct ion  between persona l  data  and ' sens i t ive '  persona l  data .  

Persona l  data  i s  def ined as  data  re lat ing  to  a  l iv ing  ind iv idua l  who can be  ident i f ied
from:

• That  data
• That  data  and other  informat ion which  i s  in  the  possess ion of ,  or  i s  l ike ly  to  come into  the
possess ion of  the  data  contro l ler  and inc ludes  an  express ion of  op in ion about  the  ind iv idua l
and any ind icat ion  of  the  intent ions  of  the  data  contro l ler ,  or  any  other  person in  respect  of
the  ind iv idua l .

Sens i t ive  persona l  data  i s  def ined as  persona l  data  cons is t ing  of  informat ion as  to :

• Rac ia l  or  ethn ic  or ig in  
•  Pol i t ica l  op in ion
• Re l ig ious  or  other  be l iefs  
•  Trade un ion membersh ip  
•  Phys ica l  or  menta l  hea l th  or  condi t ion  
•  Sexua l  l i fe  
•  Cr imina l  proceedings  or  conv ict ions


