Make A Difference
Data Protection Policy (Updated Jan 2020)
In order to provide a safe service to individuals and to promote excellence in working practice, some client information will be collected and stored. In order for this to be achieved, clients may wish to be aware of our data protection policy. It is our aim to adhere to the Data Protection Act of 1998 wherever possible.

Everyone who is responsible for using data has to follow strict rules called ‘data protection principles’. They must make sure the information is:

· used fairly and lawfully

· used for limited, specifically stated purposes

· used in a way that is adequate, relevant and not excessive

· accurate

· kept for no longer than is absolutely necessary

· handled according to people’s data protection rights

· kept safe and secure

· not transferred outside the UK without adequate protection
There is stronger legal protection for more sensitive information, such as:

· ethnic background

· political opinions

· religious beliefs

· health
· sexual health

· criminal records
All staff must adhere to the following regulations:

1. Consent to collect client data shall be lawfully and informatively collected at the start of each new client contact.
2.  The data collected from the client will only be that which is relevant to the activity.
3.   We will never share your information with third parties or pass it on for any purpose
4.   Completed client activity data will be kept as archive material. Therefore all data will be accurate to the time that the activity was  on going. We seek to obtain accurate and clear data for the duration of the activity.
5.   All documents that contain client data that was required for the  provision of an activity will be open for the client to inspect at their  request.
6.   Client data in paper form will be held within a locked cupboard within  the locked premises of Heaton Norris Pavillion Community Centre. Any data  stored in an electronic form will be stored on password protected  personal computers.
7. This client data will only be accessed by appropriate members of staff of Make a Difference 
8.   Client data will only be shared with GPs and other Health  Practitioners with their signed, explicit consent.
9.   At all times and in all places the Centre’s personnel will retain the  confidentiality of those records.
10.  All client data will remain within the United Kingdom.
