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                     DATA PROTECTION POLICY


Introduction

The purpose of this policy is to enable the Care Home:
· comply with the law in respect of the data it holds about individuals 

· follow good practice

· protect its residents and staff
· protect the Care Home from the consequences of a breach of its responsibilities

The data protection principles require that personal information is: 

· processed fairly and lawfully

· processed for limited purposes

· adequate, relevant and not excessive

· accurate and up to date

· not kept for longer than is necessary

· processed in line with the rights of individuals

· secure

· not transferred to third parties without adequate protection

This policy applies to information relating to residents and employees.

Policy statement
The Care Home will:
· comply with both the law and good practice

· respect individuals’ rights

· be open and honest with individuals whose data is held

· provide training and support for staff who handle personal data, so that they can act confidently and consistently

The Care Home recognises there are potential risks which it needs to address, including the following:
· a breach of confidentiality,
· insufficient clarity about the range of uses to which data will be put, leading to residents and empolyees being insufficiently informed,

· a breach of security by allowing unauthorised access,

· a failure to establish efficient systems to manage changes leading to personal data being not up to date and inaccurate,

· harm to residents and employees if personal data is not up to date or is inaccurate.


Responsibilities

The Care Home recognises its overall responsibility for ensuring that it complies with its legal obligations.
The data controller is the Manager who has the following responsibilities:
· briefing the owner of the Care Home on data protection responsibilities

· reviewing data protection and related policies

· advising staff on data protection issues

· handling subject access requests

The Manager will be responsible for ensuring so far as is reasonably practical that access to data is limited to those who need to know the information and are authorised to have access to it.
Lockable filing cabinets will be used to store data about residents and staff to ensure the data is kept secure. Data will not be open to public view. Data which is no longer required to be kept will be disposed of in a secure manner or shredded.

All staff are required to read, understand and accept any policies and procedures that relate to the personal data which they may use in the course of their work.

Significant breaches of this policy will be dealt with applying the Care Home’s disciplinary procedures.

Data recording and storage
The Care Home will regularly review its procedures to ensure so far as is reasonably practical that its records remain accurate and consistent and, in particular:
· its IT systems are designed, where possible, to encourage and facilitate the entry of accurate data.

· data on any resident or employee will be held in as few places as necessary and all staff will be discouraged from establishing unnecessary additional data sets.

· effective procedures will be put in place so that all relevant systems are updated when information about any individual changes.

Policy review

The policy will be reviewed on an annual basis or as soon as is reasonably practical after the Data Protection legislation is amended if sooner.
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