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The Suffolk Brokerage




The Suffolk Brokerage Ltd

DATA PROTECTION POLICY AND PROCEDURES
POLICY

The Suffolk Brokerage is committed to ensuring that all the information that it gathers as part of its function is utilised in accordance with agreements reached at the time of its collection and in accordance with the legal requirements in respect of data protection.

The purpose of this policy is to ensure that data and information that is held by the Brokerage is held and used appropriately and is not divulged to third parties other than circumstances that have been agreed or are required by law.

All areas of the work undertaken by the Brokerage will adhere to this policy and ensure that the procedures outlined below are adhered to.

PROCEDURES

A
Publication in directories


a.  Information will only be published when express consent has been given

B
Individual enquiries
a.  No personal information relating to wither individuals or companies with whom The Suffolk Brokerage has dealings will be given to a third party without the express permission of the individual or company.

C
Access to information

a.  All individuals who are the subject of personal data held by The Suffolk Brokerage are entitled to:-



i.   Ask what information is held about them and why.



ii.  Ask how to gain access to that information.



iii. Be informed how it is kept up to date.

iv.  Be informed what The Suffolk Brokerage is doing to comply with its      obligations under the Data Protection Act 1998.


b.  Individuals are only able to see such information that relates to them.

i.  Any request to see such information should be made to the Chair of the Board of  Directors.

ii. Requests will be responded to as quickly as possible and no later than 40 days after receipt.

c.  Auditors may check our files on behalf of funders in order to confirm the work that has been undertaken. The strictest confidentiality will be adhered to during this process.

D
Sensitive Personal Data

a.  All such data will be retained for no longer than is absolutely necessary and will only be made available to authorised staff. However it should be noted that some data may need to be retained for seven years.

E
Consent

a.  Where personal data such as contact details is being collected a fair obtaining clause should be used. The clause will reflect the use of the data. A signed declaration should be included.

Example of Declaration

I, on behalf of the listed organisation, confirm that the above details are correct. Please keep our details on computer and on paper and use them for The Suffolk Brokerage purposes and any other purpose outlined above.

Signature……………………………………………Date……………..

Example of Fair Obtaining Clause

DATA PROTECTION ACT 1998

The Data Controller is the Suffolk Brokerage. The details you provide on this form will be used by The Suffolk Brokerage and agencies delivering services on our behalf in our role as a broker of funding sources.

If you do not want your contact details to be available to other third parties please tick the opt out  box.


I do not wish my contact details to be given to other third parties.
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