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Data Protection

All organisations that handle personal information are required to comply with the Data Protection Act. A "subject access
request” allows people to find out what information is held about them — electronically and in some paper records.
Companies must adhere to strict regulations regarding privacy and disclosure. Yet as with many areas of the law, the

regulations can be complex.

Data Protection will enable learners to understand issues such as choice, consent, transparency, security and the legislation.
They will learn how to handle data correctly and how to respond to requests for information.

Data Protection enables the learner to:

¢ Understand their commercial and legal responsibilities
o Handle data securely, competently and effectively

» Respond correctly to requests, providing the appropriate information
o Putin place, and adhere to, the required policies and procedures
o Take the practical steps needed to ensure organisational compliance

Learning outcomes

Privacy and data protection

* What is privacy and data protection?

o What are the current legal arrangements for privacy in the
UK?

* What are the Eight Principles of Data Protection?

What the law says

» To whom does data protection apply?

¢ To what information does data protection apply?

* What is the difference between personal data and
sensitive data?

o Does the Act give people specific rights?

* What are the exemptions?

o Is the Data Protection Act enforceable?

Duties and obligations

* What key concepts do data controllers need to
understand?

* What about data collected via surveillance and CCTV?

» How do we comply with the Eight Data Protection
principles?

Decision making

o What is Durant?

» What about confidentiality?

* What happens if we get it wrong?

» Why would we receive subject access requests?

Policies and procedures

» Do we have to log the requests we receive?
* How do we get consent?
» What if we don't manage our information very well?

Target audience

This course is aimed at all staff in an organisation who work
with personal data and therefore need to comply with the
Data Protection Act. It provides essential background
information and an overview for newcomers while more
experienced staff can use the course as a refresher.

Duration: 3 hours

Additional services

Tailoring: ensure this course is relevant and engaging by
tailoring it to the needs of your professional community or
company.

See also: freedom of Information, Employment Law for
Managers, Conducting Performance Appraisals, Recruitment
and Selection, Effective Communication, Managing
Relationships, Environmental Compliance.
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