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DATA PROTECTION POLICY
Introduction 
The Quilters’ Guild recognises its obligations under the Data Protection Act 1998.  Data is held for the purpose of staff administration, membership administration, fundraising and for realising The Guild’s charitable objectives.

Personal data is defined as information about a living individual who may be identifiable by the information or who could be identified by this information when combined with other data.  

Staff Data

Data is held on staff relating to their employment with The Guild and covers all aspects of recruitment, selection and employment.  It will include the job application form, interview assessments, references, probationary and annual reviews and supervisions, bank details and national insurance number, details of any deductions from pay, sick notes and medical assessments, details of grievance and disciplinary proceedings including current warnings (within the timescale allowed by the appropriate policies), reference requests.  This data is confidential and The Guild recognises that it has a duty to safeguard it.

· The data that is held will be used for the purpose of administering the employment of staff and will be used exclusively in relation to their employment with The Guild.  No unrelated data will be kept.  

· Personal data is held by the CEO in individual personnel files in a locked cabinet.  Staff are entitled to see their own personnel files, and, to do so they should arrange a mutually convenient time with their line manager.  Misuse of personal data is a disciplinary offence, and may even constitute a criminal offence.

· References may be given by line managers and officers of The Quilters’ Guild.  Particular care must be taken when providing references, either employment-related or personal.  Information relating to personal data (for example, attendance records, disciplinary action) must not be provided without the express written consent of the data subject.

· There are statutory requirements which detail the length of time for which certain data must be held.  For example, any data relating to health and safety (particularly if this is linked to staff records) must be kept for 40 years.  Financial records have varying archive periods, usually six years.

External Data

The Guild recognises its duty to safeguard the data it holds on external groups and members. 

· The Guild does not supply mailing lists from its member lists unless the express consent of these members has been obtained.

· An individual is entitled to have access to personal data held, and to know why and how it is held and who may access it.  This data may be accessed and corrected if necessary by making a written request to the CEO.

· All data is kept in secure storage and password protected where necessary.

The Guild’s Data Protection Officer is the Administration Officer, Carol Bowden.
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