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THE DATA PROTECTION ACT 1998

All students' unions have to comply with the Data Protection Act 1998 and its eight data protection principles, set out below.  Data applies to any information that can identify a living individual and consent needs to be given to sort, collect and hold that information electronically or manually.

Data protection principles

Data should be:

· Fairly and lawfully processed

· Processed for limited purposes

· Adequate, relevant and not excessive

· Accurate

· Not kept any longer than necessary

· Processed in accordance with the data subjects' rights

· Secure

· Not transferred to countries outside the EEA without adequate protection

How will this affect your club/society/project?

· You must know what information you have about your members and be aware of its confidentiality

· Never give out names and addresses or telephone numbers to anyone without the member's consent unless it is an emergency

· Keep all information, stored electronically or manually, safe and secure, limit the amount of people who have access to it

· Limit the amount of information you have on an individual, only ask for what is necessary for administration purposes of the club/society/project

· Your members should be aware that there is a need to keep certain information for emergency and administrative purposes; they should be assured that it is being kept confidential

· You must only use the information for the purpose it was collected (i.e. emergency contact) and not for anything else







