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W�y�� Mu�p�y� H��d �������. 

R����l F�ulk���� D�puty H��d - St��d��ds 

C���l C��w�y� D�puty H��d - W�ll����g 

Gwy� D����ls - Ass�st��t H��d 

�

��T��PR�TE	TI�N�P�LI	Y�



�

M�N�T�RING�THE�P�LI	Y 

���s p�l��y w�ll �� �����w�d ��-���u�lly u�l�ss ����g� �f ����u�st����s �� l�g�sl�t��� ��qu���s �t t� �� ����d�d 

���l���. 

 

S�g��d:    ……………………………………………………………………………………………..     D�t�:  …………………………………………………….  

H��d t������ 

 

S�g��d:    ……………………………………………………………………………………………..     D�t�:  …………………………………………………….  

C���� �f G�������s 
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����V�s�
��

‘�� �p�� d���s t� t�� futu��’ 

����M�ss�
��S���
�
���

���t ���ld���� st�ff� p����ts� �����s ��d �ll st�k���ld��s w��k ��t���ly �� p��t���s��p t� ����l� �ll pup�ls t� ���l�s� 

��d ����� t���� full p�t��t��l. 

���s�

• F�� pup�ls t� �p���t� �s ��d�p��d��t l������s ��d t���k��s 

• �� ��sp��� � l��� f�� l������g 

• �� p����d� � ��l����t �u����ulu� f�� �ll 

• F�� pup�ls t� ��lu� t���s�l��s 

• �� f�st�� � s��s� �f ��l��g��g t� � ����u��ty  

 

����V���
s�

• W� ����t� 

• W� ��sp��t ���� �t��� 

• W� t�y �u� ��st 

• W� ��� � t��� 

• W� l���� f��� ��st�k�s 

• W� ��l����t� ���� �t���’s su���ss 

• W� ��� p�l�t� ��d ���s�d���t� 

• W� p��du�� ��g�� �����ts 

 

W� w��t ����y ���ld t� �� s�f� ��d ��ppy �� �u� s����l. W� ��l���� t��t t�� k�y t� t��s �s f�� us �ll t� ���� s�lf-

��sp��t� ��sp��t f�� �t���s ��d ��sp��t f�� p��p��ty. 

E���y��� ��s t�� ��g�t t�: 

• F��l s�f�� ����d f�� ��d ��sp��t�d. 

• B� ��l� t� l���� t� t�� ��st �f ��s/��� ���l�ty ��d t� d���l�p w��t���� sk�lls ��/s�� p�ss�ss�s. 

• B� t���t�d �qu�lly ����sp��t��� �f g��d��� ����� p�ys���l ������t���st��s �� ��y �t��� f��t��s. 

• L���� ��d pl�y w�t��ut d�s�upt���. 

E���y��� �s �xp��t�d t�: 

• B� ��sp��s��l� f�� t���� �w� �������u� 

• R�sp��t t�� ��g�ts �f �t���s 

• S���� �u� ��lu�s 

 

 

 

 



 

I�t��du�t����

  At G����f��ld w� ��ll��t ��d us� ���t��� typ�s �f p��s���l ��f����t��� ���ut st�ff� pup�ls� p����ts ��d �t��� 

��d���du�ls w�� ���� ��t� ���t��t w�t� t�� s����l �� ��d�� p����d� �du��t��� ��d �ss����t�d fu��t���s. I� �dd�t���� 

�t ��y �� ��qu���d �y l�w t� ��ll��t ��d us� ���t��� typ�s �f ��f����t��� t� ���ply w�t� st�tut��y ��l�g�t���s �f 

L���l Edu��t��� Aut����t��s (LEAs)� g��������t �g�����s ��d �t��� ��d��s.  

  ���s p�l��y �s ��t��d�d t� ��su�� t��t p��s���l ��f����t��� �ust �� d��lt w�t� p��p��ly ��d s��u��ly ��d �� 

�����d���� w�t� t�� D�t� P��t��t��� A�t �998 ��d �t��� ��l�t�d l�g�sl�t���. It w�ll �pply t� ��f����t��� ��g��dl�ss �f 

t�� w�y �t �s us�d� �����d�d ��d st���d ��d w��t��� �t �s ��ld �� p�p�� f�l�s �� �l��t������lly. 

ST�TUS��F�THE�P�LI	Y�

��� ���d t������ ��d ��g�st���d D�t� P��t��t��� C��pl����� Off���� �s ��sp��s��l� f�� ��su���g ���pl����� 

w�t� t�� A�t ��d w�t� t��s p�l��y. A�y qu�st���s �� �������s ���ut t�� �p���t��� �f t��s p�l��y s��uld �� ��f����d �� 

t�� f��st ��st���� t� t�� ���d t������. 

  If y�u ���s�d�� t��t t�� p�l��y ��s ��t ���� f�ll�w�d �� ��sp��t �f p��s���l d�t� ���ut y�u�s�lf �� �t���s y�u 

s��uld ���s� t�� ��tt�� w�t� t�� ���d t������. 

�EFINITI�N��F���T��PR�TE	TI�N�TERMS�

�����P�
�
c��
���c��1998�(�P�) �s t�� ���� U
 l�g�sl�t��� w���� g�����s t�� ���dl��g ��d p��t��t��� �f ��f����t��� 

��l�t��g t� l����g p��pl�.  

���� �s ��f����t��� w���� �s st���d �l��t������lly� �� � ���put��� �� �� ���t��� p�p��-��s�d f�l��g syst��s.  

��
�y��s
d���f
�����
� �s ��f����t��� f��� w���� �� ��d���du�l ��� �� �d��t�f��d. 

�����s�bj
c�s f�� t�� pu�p�s� �f t��s p�l��y ���lud� �ll l����g ��d���du�ls ���ut w��� w� ��ld p��s���l d�t�. All d�t� 

su�j��ts ���� l�g�l ��g�ts �� ��l�t��� t� t���� p��s���l d�t�. 

P
�s
����d��� ����s d�t� ��l�t��g t� � l����g ��d���du�l w�� ��� �� �d��t�f��d f��� t��t d�t� ��d �t��� ��f����t��� 

�� �u� p�ss�ss���� �� �s l�k�ly t� ���� ��t� �u� p�ss�ss���.  P��s���l d�t� ��� �� f��tu�l (su�� �s � ����� �dd��ss �� 

d�t� �f ���t�) �� �t ��� �� �� �p����� (su�� �s � p��f������� �pp���s�l). 

�����c
���
��
�s ��� t�� p��pl� w�� �� ��g���s�t���s w���� d�t������ t�� pu�p�s�s f�� w����� ��d t�� ������ �� 

w����� ��y p��s���l d�t� �s p����ss�d.  ���y ���� � ��sp��s���l�ty t� �st��l�s� p���t���s ��d p�l����s �� l��� w�t� t�� 

A�t.  

������s
�s ���lud� �ll st�ff w��s� w��k ����l��s us��g p��s���l d�t�.  D�t� us��s ���� � duty t� p��t��t t�� 

��f����t��� t��y ���dl� �y f�ll�w��g �u� d�t� p��t��t��� ��d s��u��ty p�l����s �t �ll t���s. 

�������
c
ss
�s ���lud� ��y p��s�� w�� p����ss�s p��s���l d�t� �� ����lf �f M�CBC. E�pl�y��s �f d�t� ���t��ll��s 

��� �x�lud�d f��� t��s d�f���t��� �ut �t ��uld ���lud� suppl���s w���� ���dl� p��s���l d�t� �� �u� ����lf. 

P�
c
ss��� �s ��y ��t���ty t��t ����l��s us� �f t�� d�t�.  It ���lud�s ��t�����g� �����d��g �� ��ld��g t�� d�t�� �� 

����y��g �ut ��y �p���t��� �� s�t �f �p���t���s �� t�� d�t� ���lud��g ��g���s��g� ����d��g� ��t������g� us��g� 

d�s�l�s��g� ���s��g �� d�st��y��g �t.  P����ss��g �ls� ���lud�s t���sf�����g p��s���l d�t� t� t���d p��t��s. 

�

�



�

S
�s���v
��
�s
����d��� ���lud�s ��f����t��� ���ut � p��s��'s �����l �� �t���� ���g��� p�l�t���l �p�����s� ��l�g��us �� 

s���l�� ��l��fs� t��d� u���� ������s��p� p�ys���l �� ���t�l ���lt� �� ���d�t��� �� s�xu�l l�f�� �� ���ut t�� 

�����ss��� �f� �� p�����d��gs f��� ��y �ff���� �����tt�d �� �ll�g�d t� ���� ���� �����tt�d �y t��t p��s��� t�� 

d�sp�s�l �f su�� p�����d��gs �� t�� s��t���� �f ��y ��u�t �� su�� p�����d��gs.  S��s�t��� p��s���l d�t� ��� ��ly �� 

p����ss�d u�d�� st���t ���d�t���s� ��d w�ll usu�lly ��qu��� t�� �xp��ss ���s��t �f t�� p��s�� ��������d. 

�����s������ ��l�t�s t� t�� d�s�l�su�� �f d�t� f��� ��� �� ���� ��g���s�t���s t� � t���d p��ty ��g���s�t���(s)� �� t�� 

s�����g �f d�t� ��tw��� d�ff����t p��ts �f �� ��g���s�t���. It ��� t�k� t�� f��� �f syst���t��� ��ut��� d�t� s�����g 

w���� t�� s��� d�t� s�ts ��� s����d ��tw��� t�� s��� ��g���s�t���s f�� �� �st��l�s��d pu�p�s�; ��d �x��pt����l� 

��� �ff d���s���s t� s���� d�t� f�� ��y �f � ���g� �f pu�p�s�s.  

�����s����������

�
��s/��
�
c
�s s�t �ut � ������ s�t �f �ul�s t� �� �d�pt�d �y t�� �����us ��g���s�t���s 

����l��d �� � d�t� s�����g �p���t���.  

N
��f�c���
� ��l�t�s t� t�� I�f����t��� C����ss�����’s Off���s pu�l�� ��g�st�� �f d�t� ���t��ll��s. E��� ��g�st�y ��t�y 

���lud�s t�� ���� ��d �dd��ss �f t�� d�t� ���t��ll�� ��d d�t��ls ���ut t�� typ�s �f p��s���l d�t� t��y p����ss. 

��t�f���t��� �s t�� p����ss �y w���� � d�t� ���t��ll��’s d�t��ls ��� �dd�d t� t�� ��g�st��.   

P��v�cy�����c���ss
ss�
���(PI�) �s � ���p�����s��� p����ss f�� d�t�������g t�� p�����y� ���f�d��t��l�ty ��d s��u��ty 

��sks �ss����t�d w�t� t�� ��ll��t���� us� ��d d�s�l�su�� �f p��s���l d�t�. 

��T��PR�TE	TI�N�PRIN	IPLES�

All st�ff t��t p����ss p��s���l d�t� �ust ���ply w�t� t�� ��g�t ��f������l� p�����pl�s �f g��d p���t��� t��t ��� s�t 

�ut u�d�� S���dul� 	 �f t�� DPA. ���s� p����d� t��t p��s���l d�t� �ust ��: 

(a) P����ss�d f���ly ��d l�wfully. 

(b) P����ss�d f�� l���t�d pu�p�s�s ��d �� �� �pp��p���t� w�y. 

(c) Ad�qu�t�� ��l����t ��d ��t �x��ss��� f�� t�� pu�p�s�. 

(d) A��u��t�. 

(e) ��t k�pt l��g�� t��� ����ss��y f�� t�� pu�p�s�. 

(f) P����ss�d �� l��� w�t� d�t� su�j��ts' ��g�ts. 

(g) 
�pt s��u��. 

(h) ��t t���sf����d t� p��pl� �� ��g���s�t���s s�tu�t�d �� ��u�t���s w�t��ut �d�qu�t� p��t��t���. 

  ��� s����l �s �����tt�d t� ����t��� t��s� p�����pl�s. ���s ����s t��t t�� s����l w�ll: 

•••• ��ll y�u w��t pu�p�s�s w� w�ll us� t�� ��f����t��� f�� w��� w� ��ll��t �t. 

•••• If ��f����t��� w�ll �� s����d w� w�ll t�ll y�u w�y� w�t� w��� ��d u�d�� w��t ����u�st����s. 

•••• C���k t�� qu�l�ty ��d ���u���y �f t�� ��f����t��� w� ��ld. 

•••• Apply �u� �����ds ����g����t p�l����s ��d p����du��s t� ��su�� t��t ��f����t��� �s ��t ��ld l��g�� t��� 

����ss��y. 

•••• E�su�� t��t w��� ��f����t��� �s �ut����s�d f�� d�sp�s�l �t �s d��� �pp��p���t�ly.  

•••• E�su�� �pp��p���t� s��u��ty ���su��s t� s�f�gu��d p��s���l ��f����t��� w��t��� t��t �s ��ld �� p�p�� f�l�s 

�� �� �u� ���put�� syst��.  

•••• S���� p��s���l ��f����t��� w�t� �t���s w��� �t �s ����ss��y ��d l�g�lly �pp��p���t� t� d� s�.  

•••• S�t �ut �l��� p����du��s f�� ��sp��d��g t� ��qu�sts f�� ����ss t� p��s���l ��f����t���. 



•••• ����� �u� st�ff s� t��t t��y ��� �w��� �f �u� p�l����s ��d p����du��s.  

F�IR��N��L�WFUL�PR�	ESSING�

  ��� A�t �s ��t��d�d ��t t� p�����t t�� p����ss��g �f p��s���l d�t�� �ut t� ��su�� t��t �t �s d��� f���ly ��d 

w�t��ut �d���s�ly �ff��t��g t�� ��g�ts �f t�� d�t� su�j��t. ��� d�t� su�j��t �ust �� t�ld w�� t�� d�t� ���t��ll�� �s� �� 

t��s ��s� M�CBC� t�� pu�p�s� f�� w���� t�� d�t� �s t� �� p����ss�d �y us� ��d t�� �d��t�t��s �f ��y��� t� w��� t�� 

d�t� ��y �� d�s�l�s�d �� t���sf����d. 

  F�� p��s���l d�t� t� �� p����ss�d l�wfully� ���t��� ���d�t���s ���� t� �� ��t. ���s� ��y ���lud�� ����g 

�t��� t���gs� ��qu������ts t��t t�� d�t� su�j��t ��s ���s��t�d t� t�� p����ss��g� �� t��t t�� p����ss��g �s ����ss��y 

f�� t�� l�g�t���t� ��t���st �f t�� d�t� ���t��ll�� �� t�� p��ty t� w��� t�� d�t� �s d�s�l�s�d. W��� s��s�t��� p��s���l 

d�t� �s ����g p����ss�d� ���� t��� ��� ���d�t��� �ust �� ��t. I� ��st ��s�s t�� d�t� su�j��t's �xpl���t ���s��t t� 

t�� p����ss��g �f su�� d�t� w�ll �� ��qu���d. 

PR�	ESSING�F�R�LIMITE��PURP�SES�

  P��s���l d�t� ��y ��ly �� p����ss�d f�� t�� sp���f�� pu�p�s�s ��t�f��d t� t�� d�t� su�j��t w��� t�� d�t� 

w�s f��st ��ll��t�d �� f�� ��y �t��� pu�p�s�s sp���f���lly p����tt�d �y t�� A�t. ���s ����s t��t p��s���l d�t� �ust 

��t �� ��ll��t�d f�� ��� pu�p�s� ��d t��� us�d f�� ���t���. If �t ������s ����ss��y t� ����g� t�� pu�p�s� f�� 

w���� t�� d�t� �s p����ss�d� t�� d�t� su�j��t �ust �� ��f����d �f t�� ��w pu�p�s� ��f��� ��y p����ss��g ���u�s. 

��EQU�TE,�RELEV�NT��N��N�N-EX	ESSIVE�PR�	ESSING�

  P��s���l d�t� s��uld ��ly �� ��ll��t�d t� t�� �xt��t t��t �t �s ��qu���d f�� t�� sp���f�� pu�p�s� ��t�f��d t� t�� 

d�t� su�j��t. A�y d�t� w���� �s ��t ����ss��y f�� t��t pu�p�s� s��uld ��t �� ��ll��t�d �� t�� f��st pl���. 

�		UR�TE���T��

  P��s���l d�t� �ust �� ���u��t� ��d k�pt up t� d�t�. I�f����t��� w���� �s ��������t �� ��sl��d��g �s ��t 

���u��t� ��d st�ps s��uld t����f��� �� t�k�� t� ����k t�� ���u���y �f ��y p��s���l d�t� �t t�� p���t �f ��ll��t��� 

��d �t ��gul�� ��t����ls �ft��w��ds. I����u��t� �� �ut-�f-d�t� d�t� s��uld �� d�st��y�d. 

TIMELY�PR�	ESSING�

  P��s���l d�t� s��uld ��t �� k�pt l��g�� t��� �s ����ss��y f�� t�� pu�p�s�. ���s ����s t��t d�t� s��uld �� 

d�st��y�d �� ���s�d f��� �u� syst��s w��� �t �s �� l��g�� ��qu���d. 

PR�	ESSING�IN�LINE�WITH���T��SUBJE	T'S�RIGHTS�

D�t� �ust �� p����ss�d �� l��� w�t� d�t� su�j��ts' ��g�ts. D�t� su�j��ts ���� � ��g�t t�: 

(i) R�qu�st ����ss t� ��y d�t� ��ld ���ut t��� �y � d�t� ���t��ll��. 

(j) P�����t t�� p����ss��g �f t���� d�t� f�� d����t-���k�t��g pu�p�s�s. 

(k) Ask t� ���� �����u��t� d�t� ����d�d. 

(l) P�����t p����ss��g t��t �s l�k�ly t� ��us� d���g� �� d�st��ss t� t���s�l��s �� ��y��� �ls�. 

�

��T��SE	URITY�

  W� �ust ��su�� t��t �pp��p���t� s��u��ty ���su��s ��� t�k�� �g���st u�l�wful �� u��ut����s�d p����ss��g 

�f p��s���l d�t�� ��d �g���st t�� ����d��t�l l�ss �f� �� d���g� t�� p��s���l d�t�.  

  ��� �ff���� ��sp��s��l� f�� ���pl����� w�t� t�� DPA �s t�� ���d t������. ��� L�g�l D�p��t���t �s 

��sp��s��l� f�� �d��s��g �� ���pl����� w�t� t�� A�t.  



  A�y ��f���g����t �f t�� D�t� P��t��t��� A�t �998 �y st�ff ��y �xp�s� G����f��ld S����l/ M�CBC ��d/�� t�� 

��d���du�l t� l�g�l ��t���� �l���s f�� su�st��t��l d���g�s ��d f���s f��� t�� I�f����t��� C����ss�����. A�y 

��f���g����t �f t�� A�t w�ll �� t���t�d s����usly �y M�CBC ��d ��y �� ���s�d���d u�d�� d�s��pl����y p����du��s. 

  All �ll�g�d �������s �f t�� d�t� p��t��t��� p�l��y s��ll �� ��t�f��d t� t�� ���d t������ �� t�� f��st ��st����. 

W���� t���� ��s ���� �� u��ut����s�d d�s�l�su�� �f p��s���l d�t� t�� ���d t������� �l��g w�t� t�� L�g�l 

D�p��t���t s��ll �d��s� �� ��y ����d��l ��t���. 

  All s����us �ll�g�d �������s �f t�� DPA �ust �� ��f����d t� t�� I�f����t��� G��������� F��u�� ������d �y 

t�� D����t�� �f Cust���� S������s� w���� �t s��ll �� ���s�d���d w��t��� t�� ��tt�� s��uld �� ��p��t�d t� t�� 

I�f����t��� C����ss�����. 

  ��� A�t ��qu���s G����f��ld S����l/M�CBC t� put �� pl��� p����du��s ��d t�����l�g��s t� ����t��� t�� 

s��u��ty �f �ll p��s���l d�t� f��� t�� p���t �f ��ll��t��� t� t�� p���t �f d�st�u�t���. P��s���l d�t� ��y ��ly �� 

t���sf����d t� � t���d-p��ty d�t� p����ss�� �f �� �g���s t� ���ply w�t� t��s� p����du��s ��d p�l����s� �� �f �� puts �� 

pl��� �d�qu�t� ���su��s ���s�lf. 

  M���t�����g d�t� s��u��ty ����s gu����t����g t�� ���f�d��t��l�ty� ��t�g��ty ��d ����l���l�ty �f t�� p��s���l 

d�t�� d�f���d �s f�ll�ws: 

(m) 	
�f�d
�������y�����s t��t ��ly p��pl� w�� ��� �ut����s�d t� us� t�� d�t� ��� ����ss �t. 

(n) I��
����y ����s t��t p��s���l d�t� s��uld �� ���u��t� ��d su�t��l� f�� t�� pu�p�s� f�� w���� �t �s 

p����ss�d. 

(o) �v����b����y ����s t��t �ut����s�d us��s s��uld �� ��l� t� ����ss t�� d�t� �f t��y ���d �t f�� 

�ut����s�d pu�p�s�s.  

S��u��ty p����du��s ���lud�: 

(p) I�t����t AUP P�l��y 

(q) D�sp�s�l �f IC� Equ�p���t P�l��y 

(r) E���l A���pt��l� Us� P�l��y 

(s) I�f����t��� B��kup ��d St���g� P�l��y 

(t) I�f����t���/Ass�t P��t��t��� P�l��y 

(u) I�t����t A���pt��l� Us� P�l��y 

(v) I�f����t��� S��u��ty P�l��y 

(w) P�ssw��d P�l��y 

(x) P�ys���l S��u��ty P�l��y 

(y) R���t� W��k��g P�l��y 

(z) R�p��t��g I�f����t��� S��u��ty E���ts 

(aa) S�ftw��� C��pl����� A���pt��l� Us� P�l��y 

(bb) ��l�p���� ��d F��s���l� P�l��y 

(cc) U��ut����s�d A���ss P�l��y 

EMPL�YEES��N��MEMBERS��BLIG�TI�NS�

  E�pl�y��s ��d M�����s s��ll ��ly p����ss p��s���l d�t� t��t �s u�d�� t�� ���t��l �f� �� �� ����lf �f� 

G����f��ld S����l/M�CBC w��� t���� ��� l�wful g��u�ds t� d� s� ��d w���� t��t ��pl�y�� ��d M����� �s s� 

�ut����s�d �y G����f��ld S����l/M�CBC t� p����ss t��t p��s���l d�t�. 

  U��ut����s�d p����ss��g �f p��s���l d�t� �y st�ff ���lud�s ����ss��g p��s���l d�t� �����ds f�� p����t� 

��t���st ��d/�� g���� ���� w���� ����ss t� t�� �����d syst�� �ts�lf ��s ���� g���t�d t� t�� s��� ������ f�� 

�us���ss pu�p�s�s. U��ut����s�d p����ss��g �f p��s���l d�t� �ls� ���lud�s d�s�l�su�� �f p��s���l d�t� (���lud��g 

�����l d�s�l�su��s) t� � t���d p��ty w���� �t �s k��w� t��t t�� t���d p��ty �s ��t ��t�tl�d t� ������� t��t d�t�. 



  U��ut����s�d p����ss��g �f p��s���l d�t� �s � p�t��t��l d�s��pl����y ��tt�� w���� w�ll �� ���s�d���d u�d�� 

t�� ��l����t d�s��pl����y p����du��s. S����us �������s �f t�� A�t ��y ���st�tut� � �������l �ff����. 

  St�ff s��ll �x����s� p��s���l ��sp��s���l�ty �� t�� s��u�� ���dl��g �f p��s���l d�t� ��d s��ll ��t k��w��gly �� 

���kl�ssly �xp�s� p��s���l d�t� t� u��ut����s�d ����ss� d�s�l�su�� �� l�ss. W���� st�ff ��� u�su�� �s t� �pp��p���t� 

s��u��ty ���su��s t��y s��ll s��k �d���� f��� t���� ���d t������.  

   

All st�ff ��s � ��sp��s���l�ty f�� t�� p��p�� ���dl��g �f �ll p��s���l d�t�; t�� �����ll ��sp��s���l�ty s��ll l�� w�t� t�� 

���d t������.  

  All st�ff ��� d�t� ���t��ll��s �� t���� �w� ��g�t ��d ��� ��sp��s��l� f�� �ll p��s���l d�t� t��t t��y p����ss.  

  W���� st�ff ��� u�su�� �s t� ��y �f t�� p����s���s �f t�� A�t �� t��s p�l��y t��y s��ll s��k �d���� f��� t�� 

���d t������ �� s����� ����g����t t���.  

�E�LING�WITH�SUBJE	T��		ESS�REQUESTS�

  ��� f�ll�w��g p���ts �ust �� ���s�d���d. 

(dd) A ��qu�st u�d�� t�� D�t� P��t��t��� A�t �ust �� �� w��t��g.  

(ee) I� ���y ��s�s � l�tt�� t� t�� ���d t������ w�ll �� suff�����t t� �d��t�fy t�� ��f����t��� ��qu���d. If 

y�u �����t �d��t�fy t�� ��f����t��� ��qu���d f��� t�� ���t��l ��qu�st y�u ��� g� ���k t� t�� �ppl����t t� �sk f�� 

���� ��f����t���.  

(ff) ��� ���d t������ �ust �� ���f�d��t �f t�� �d��t�ty �f t�� ��d���du�l ��k��g t�� ��qu�st. ���s ��uld 

�� d��� �y ����k��g s�g��tu��s �g���st ����f��d s�g��tu��s �� f�l� �� �y �sk��g t�� �ppl����t t� p��du�� ��l�d 

�d��t�f���t���� su�� �s � p�ssp��t �� d�����g l����s�. ���s� ����ks s��uld �� d��� �� �dd�t��� t� p���f ��l�t���s��ps 

w�t� t�� ���ld. 

(gg) A� ��d���du�l ��ly ��s t�� �ut���t�� ��g�t t� ����ss ��f����t��� ���ut t���s�l��s� ��qu�sts f��� 

f���ly ������s� �����s �� p����ts �f � ����� w�ll ���� t� �� ���s�d���d. ��� ���d t������ w�ll ���� ��sp��s���l�ty 

f�� w��t��� t� ���ply w�t� � ��qu�st. �����lly t�� ��qu�st�� w�ll ���� t� p���� t���� ��l�t���s��ps w�t� t�� ���ld 

��d t��t d�s�l�su�� �s �� t�� ���ld’s ��st ��t���sts t� t�� s�t�sf��t��� �f t�� ���d t������. I� t�� ����t �f � ���ld 

�����g suff�����t ��p���ty t� u�d��st��d t�� ���d t������ s��uld d�s�uss t�� ��qu�st w�t� t�� ���ld ��d t�k� t���� 

���ws ��t� ����u�t w��� ��k��g � d���s����. ����� ��y �� � ����u�st���� �� w���� � ���ld ��� ��fus� t���� ���s��t 

t� ��qu�st.  

(hh) ��� s����l ��y ����g� � st�tut��y f��� �u����tly ��l�ul�t�d �� � sl�d��g s��l�� �ut ��ly �f � 

p�������t ��py �f t�� ��f����t��� �s p����d�d. If � l�tt�� �s s��t �ut ��qu�st��g � f�� t�� 4
 d�y ��l��d�� d�y 

st�tut��y t���s��l� d��s ��t ��g�� u�t�l t�� f�� �s �������d. It �s ��p��t��t t��ug� t��t �� ��qu�st �s d�l�y�d 

u�����ss���ly �y t�� t��� t�k�� t� ��f��� t�� �ppl����t �f � f��.  

(ii) ��� s����l w�ll ��k� us� �f �x��pt���s u�d�� t�� A�t �s �pp��p���t�. All f�l�s �ust �� �����w�d 

��f��� ��y d�s�l�su�� t�k�s pl���. U�d�� �� ����u�st����s w�ll ����ss �� g���t�d ����d��t�ly �� ��f��� t��s �����w 

p����ss ��s t�k�� pl���.  

(jj) W���� ��f����t��� ��s ���� p����d�d t� t�� s����l �y � t���d p��ty� f�� �x��pl� �y t�� L���l 

Aut����ty� t�� p�l���� � ���lt� ���� p��f�ss����l �� ���t��� s����l� �ut �s ��ld �� t�� s����l’s f�l� �t �s �����l t� s��k 

t�� ���s��t �f t�� t���d p��ty ��f��� d�s�l�s��g ��f����t���. ���s �ust �� d��� ���ly �� t�� p����ss �� ��d�� t� st�y 

w�t��� t�� 4
 d�y t���s��l�. E��� �f t�� t���d p��ty d��s ��t ���s��t �� ���s��t �s �xpl���tly ��t g��� t�� d�t� ��y �� 

d�s�l�s�d. I� t��s� ��s�s �t ��y �� �pp��p���t� t� s��k �dd�t����l �d����.  

(kk) ��� �ppl����t s��uld �� t�ld t�� d�t� t��t t�� s����l ��lds� �� g���� � ��py �f t�� d�t�� �� t�ld t�� 

pu�p�s�s f�� w���� �t �s p����ss�d ��d w��t��� �t ��s ���� s����d w�t� ��y �t��� p��ty. It �s g��d p���t�s� t� �xpl��� 

w��t��� d�t� ��s ���� w�t���ld ��d �f s� w�y. ����� ��y �� ����u�st����s w���� t��s �s ��t �pp��p���t�; t�� ���d 

t������ s��uld �t �ll t���s ���s�d�� t�� w�lf��� �f t�� ���ld. ��� s����l s��uld �ls� g��� d�t��ls �f w�� t� ���t��t �� 

t�� ����t �f � ���pl���t ��d t�� d�t��ls �f I�f����t��� C����ss��� w�� ��� p����d� ��d�p��d��t ��f����t���.  



(ll) W���� �ll d�t� �� � d��u���t �����t �� d�s�l�s�d � p�������t ��py s��uld �� ��d� ��d t�� d�t� 

��s�u��d �� p��ts �f t�� d�t� ��� �� ��typ�d �f t��s �s ���� s��s��l�. O� ��y ����t � ��py �f t�� full d��u���t 

(��f��� ��s�u���g) ��d t�� �lt���d d��u���t s��uld �� ��t����d t�g�t��� w�t� t�� ���s�� w�y t�� d��u���t w�s 

�lt���d� ���s �s s�� t��t �� t�� ����t �f � ���pl���t� t���� �s �� �ud�t t���l �f w��t w�s d��� ��d w�y.  

(mm) I�f����t��� ��� �� p����d�d �y p�st (��g�st���d ���l) �� �� d�p�s�t �t t�� s����l w�t� �� �ff���� 

����l��l� t� ��lp t�� �ppl����t. If t�� l�tt�� �s us�d t�� �ppl����t �ust ���� ����ss t� � p��t���p��� �� ��s� t��y w��t 

� p�������t ��py �f t���� d�t�. I� ���s�d����g t�� ��t��d �f d�l����y t�� ���ws �f t�� �ppl����t s��uld �� t�k�� 

��t� ����u�t. A�y ��d�s� t�������l t���s �� ��������t���s s��uld �� �xpl����d. A�y d�t� w���� �s d�ff��ult t� ���d �� 

�ll�g��l� s��uld �� ��typ�d.  

(nn) S����ls s��uld ����t�� t�� �u���� �f ��qu�st �������d ��d d��u���t w��t��� t��y ��� d��lt w�t� 

w�t��� t�� 4
 d�y ��l��d�� st�tut��y t���s��l�.  

PR�VI�ING�INF�RM�TI�N��VER�THE�TELEPH�NE�

  A�y ������ �f st�ff d��l��g w�t� t�l�p���� ��qu����s s��uld �� ����ful ���ut d�s�l�s��g ��y p��s���l 

��f����t��� ��ld �y t�� s����l. I� p��t��ul�� t��y s��uld: 

(oo) C���k t�� ��ll��'s �d��t�ty t� ��k� su�� t��t ��f����t��� �s ��ly g���� t� � p��s�� w�� �s ��t�tl�d t� 

�t. 

(pp) Sugg�st t��t t�� ��ll�� put t���� ��qu�st �� w��t��g �f t��y ��� ��t su�� ���ut t�� ��ll��'s �d��t�ty ��d 

w���� t���� �d��t�ty �����t �� ����k�d.  

(qq) R�f�� t�� ��tt�� t� t���� ���d t������ f�� �ss�st���� �� d�ff��ult s�tu�t���s. ��-��� s��uld �� �ull��d 

��t� d�s�l�s��g p��s���l ��f����t���. 

PERS�N�L���T��ST�RE��IN�	��KIES�

  W���� t�� d�t� ���t����d �� ���k��s ��� �� l��k�d t� � ����� � p�st�l �dd��ss �� ���� �� �-���l �dd��ss� 

t��t ��f����t��� w�ll ���u�t t� p��s���l d�t� ��d �� su�j��t t� t�� DPA.  

	�MPL�INTS�

  C��pl���ts ���ut t�� �p���t��� �f t��s� p����du��s s��uld �� ��d� t� t�� G�������g ��dy w�� w�ll d���d� 

�f �t �s �pp��p���t� f�� t�� ���pl���t t� �� d��lt w�t� u�d�� t�� ���pl���ts p����du��. (S�� p�l��y) C��pl���ts w���� 

��� ��t d��lt w�t� u�d�� t�� s����ls ���pl���t p����du�� s��uld �� f��w��d�d �� w��t��g t� t�� I�f����t��� 

C����ss�����. It �s l�k�ly t��t ���pl���ts ���ut p��s���l �ssu�s� du� p����ss ��d t���l���ss w�ll �� d��lt w�t� �y t�� 

G�������g ��dy; ���pl���ts t��t ����l�� ���s�d���t��� �f p��s���l �� s��s�t��� d�t� s��uld �� ��f����d t� t�� ���d 

t������/g�������g ��dy/ ��f����t��� �����ss�����.  

M�NIT�RING��N��REVIEW��F�THE�P�LI	Y�

  ���s p�l��y w�ll �� ����t���d �y t�� ���d t������ ��d L���l Aut����ty. ��� p�l��y �s ��s�d �� l�g�sl�t��� ��d 

w�ll �� k�pt u�d�� �����w �� �����d���� w�t� l�g�sl�t��� ��qu������ts ��d w�t� p��t��ul�� ��f������ t� ����g�s �� 

l�g�sl�t���.  

  F��d���k ��l�t��g t� t��s p�l��y ��� �� ��d� �y t�l�p���� �� ��� ����l t� t�� I�f����t��� S��u��ty Off����� 


�68� 7	7444 �� ��f����t���.s��u��ty@���t�y�.g��.uk . 
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