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                DATA PROTECTION POLICY
   ----------------------
   Data Protection Policy Statement
   1. Chichester District Council manages computer-based personal data in
   accordance with the provisions of the Data Protection Act 1998.
   2. All employees are personally liable in their duties for complying
   with the eight Data Protection Principles.
   3. Members of the Council are equally responsible for ensuring that
   they fulfil their duties with regard to the Act.
   4. Heads of Services are responsible for ensuring compliance with the
   Act within their sections. Each Head of Service nominates one or more
   Data Protection representatives to liaise with the Data Protection
   Officer.
   5. All systems which contain information about individuals are
   identified, made secure and notified to the Data Protection Officer
   for registration.
   6. Any queries regarding Data Protection, or any requests for personal
   information whether from the person themselves or from a third party
   must be referred in the first instance to the section’s Data
   Protection representative. They may, in turn, refer on to the Data
   Protection Officer.
   7. When receiving initial enquiries, it is essential that no protected
   information is given illegally. The enquirer’s identity must be
   verified, either by telephone call back, or in writing.
   8. Unauthorised disclosure of personal data is a criminal offence.
   Such data may only be disclosed for registered purposes to:
   (a) The person themselves.
   (b) Employees of the Council as required in the course of their
   duties.
   (c) Members of the Council.
   (d) The Courts under direction of a Court Order.
   9. All employees must be aware of the procedures for the correct
   disposal of unwanted computer printout, in particular the use of
   shredders for paper bearing personal data.
   10. Disciplinary action may be taken against any District Council
   employee who breaches any instruction contained in, or following from
   the Data Protection Act.
   Data Protection Principles
   The First Principle
   ‘Personal data shall be processed fairly and lawfully’.
   The Second Principle
   ‘Personal data shall be held only for one or more specified and lawful
   purposes’
   The Third Principle
   ‘Personal data shall be adequate, relevant and not excessive’.
   The Fourth Principle
   ‘Personal data shall be accurate and, where necessary, kept up to
   date.’
   The Fifth Principle
   ‘Personal data processed for any purpose or purposes shall not be kept
   for longer than is necessary for that purpose or those purposes’.
   The Sixth Principle
   ‘Personal data shall be processed in accordance with the rights of
   data subjects under this Act’.
   The Seventh Principle
   ‘Appropriate security measures shall be taken against unauthorised
   processing of personal data and against accidental loss or destruction
   of personal data’.
   The Eighth Principle
   ‘Personal data shall not be transferred to a country outside the EU
   unless that country ensures an adequate level of protection for that
   data’.
   May 2000
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