Lapidus Data Protection Policy and Privacy Statement 
Our Legal Responsibilities 
LAPIDUS is committed to meeting its obligations under the Data Protection Act of 1998. 

The Data Protection Act aims to promote high standards in the handling of personal information and so protect the individuals right to privacy. It applies both to Computerised data and Personal files (paper).

LAPIDUS is registered with the Information Commissioner’s Office under the Data Protection Act 1998 and has therefore produced this Data Protection Policy to establish good data protection practices. This reflects our desire to protect the privacy of individuals about whom we  hold personal information.  

LAPIDUS recognises its duty to ensure that all personal data is handled properly and confidentially at all times.  This covers the whole lifecycle of processing personal data, including:

· obtaining of personal data;

· storage and security of personal data;

· the use of personal data;

· the disposal / destruction of personal data.

Any personal data which LAPIDUS collects, records or uses in any way whether it is held on paper, on computer or other media is covered by this policy.  

Under the Data Protection Act, all processing of personal data must comply with the eight principles of good practice. LAPIDUS fully endorses and adheres to these eight principles which say that data must be:

· Fairly and lawfully processed

· Processed for limited purposes

· Adequate, relevant and not excessive

· Accurate and, where necessary, kept up to date

· Not kept for longer than necessary 

· Processed in line with the rights of the individual

· Kept secure

· Not transferred to countries outside the European Economic area unless the information is adequately protected.

This policy applies to all paid consultants, freelancers, members and volunteers and those acting on its behalf. LAPIDUS expects all paid staff to be aware of their responsibilities and to comply with the policy. Failure to do so could result in formal disciplinary action.  

Information we hold and what we do with it 
LAPIDUS primarily holds information on its members for the purpose of sending regular mailouts of its magazine the Lapidus Quarterly. It also uses this information to produce a paper version of its membership directory to enable members to make contact with one another in their region or locality. This information is produced once a year.  All membership information is kept on an Access database system which is backed up on a monthly basis. 
Lapidus also holds information on its paid consultants and all applications for employment.  The information on its staff is used confidentially for normal purposes, including recruitment, employment, pay, performance management and monitoring associated with these uses. 

This information is kept in personnel files as required under the terms of each individuals’ contracts.  Where necessary this will include address, next of kin, salary, appraisal, training, sickness and absence details. 
LAPIDUS will only collect personal information that is required. Once an employee or consultant has left the organisation, the personnel data will be kept for as long as it is necessary to do so for staff administration. It is the duty of LAPIDUS to ensure that this personal data is handled properly and confidentially at all times.

When collecting data on external contacts (e.g. for mailing lists) it is important that LAPIDUS staff ensure that individuals are informed of the purposes for which information about them will be used.
LAPIDUS will only process personal data for stated purposes and collect personal information that is required

To ensure that information remains accurate, relevant and is not kept longer than necessary the Administrator will undertake an annual review of all LAPIDUS files. Each year when membership renewals take place each member will be asked to confirm their personal details. 
They will also be asked to give their consent for their personal information to be used for any advertising, marketing and public relations activities related to the activities of Lapidus. Personal information may be shared with any third party required by law including the Criminal Records Bureau or government agencies. Any such third party must agree that this personal information will receive the same levels of protection as Lapidus provide and/or are required within the UK.  
Accessing personal data

LAPIDUS policy is to be as open as possible to requests and allow individuals reasonable access to their personal data. 

When formally requested to do so, LAPIDUS will provide: 
· a description of the data

· an explanation of the purpose for which the data is being held

· access to a copy of the information held

· the names of people in the organisation to whom the data is routinely OR occasionally disclosed.

Any requests for information will be dealt with by the Administrator, in consultation with the data subject.  A response will be provided within 40 days.  

There may sometimes be exceptions to access if this would breach the confidentiality of a third party. Information used for future planning such as pay review or other management forecasting may also be excluded from access.
Individual staff members have a right under the Data Protection Act to get a copy from LAPIDUS of information held on them. 
Who manages the information held
The Administrator of LAPIDUS is the designated person with primary responsibility for processing, updating and managing all personal information collected.  

She/He must:
· have a good understanding of the requirements of the Act

· keep reasonably up to date with changes in the legal requirements of the Act

· administer the data protection policy /procedures agreed by LAPIDUS

· manage requests from individuals for access to information about them

· undertake an annual review of personal data processed by LAPIDUS

· ensure that new staff are briefed on LAPIDUS exemption the Act and their data protection responsibilities.

· Ensure that trustees, committee members, or advisers are also aware of their responsibilities under the Data Protection Act and the requirements of this policy. 

In conjunction with the Company Secretary of Lapidus the Administrator is responsible for taking adequate measures to ensure the security of all personal data held. 

Requesting Information from us

An individual may request in writing that certain information be deleted from LAPIDUS records, on the grounds that retaining or processing such information could lead to substantial and unwarranted damage or distress. LAPIDUS will comply with such requests, unless the information is necessary for contractual or legal reasons or to protect its legitimate interests. 

LAPIDUS will not disclose personal or sensitive personal data to others without good reason and where appropriate the individual will be informed of the intention. All staff should note that it is a disciplinary offence for anyone to disclose employee data to a third party without prior authorisation.

Privacy Policy 
This statement covers the treatment of personal information that you provide to Lapidus via our website www.lapidus.org.uk.  We will endeavour to process any personal information that you provide in accordance with the Data Protection Act 1998 and ensure that your privacy is protected.

What happens when you visit this website?
When you visit this website we collect web statistics concerning your visit, which are stored in a log file. These statistics do not contain personal information and are only used for statistical purposes to monitor usage patterns on our website and cannot be traced back to an individual.
The Data Protection Act 1998
When you complete any on-line forms you may be asked to provide personal information, such as your name and address. When you provide information from which you can be personally identified this information is protected by the Data Protection Act 1998. Under the Act, we have a legal duty to protect any information that we collect from you. We take measures to safeguard your data and apply security standards and controls to prevent any unauthorised access to it.
Disclosures
Where you complete online forms you should be informed of the purposes for which your personal data will be used and to whom it might be disclosed.  In general, information that you provide will only be used by Lapidus and will not be disclosed to any outside agencies. We will not sell information provided by you and will not use your information for marketing purposes without obtaining your consent.
Bulletin Boards
Where we may develop any members bulletin boards, message boards or news group facilities in the future then personal information provided in these areas becomes publicly available and you should only provide information that you are happy to disclose.

Privacy concerns
If you wish to view records supplied to us, or have any privacy concerns, in the first instance please contact the Lapidus Administrator by email on info@lapidus.org.uk 

Lapidus is committed to the highest standard of quality information and every effort has been made to present up to date and accurate information.

However, Lapidus gives no warranty as to the accuracy of the information on this website and accepts no liability for any loss, damage or inconvenience caused as a result of reliance on such information.

Links to external sites
www.lapidus.org.uk contains links to other related sites that may be of use. However, this privacy statement only applies to information collected on this website. We cannot be responsible for the content or privacy policies of third party websites that may be linked to or from our pages.
Changes to the privacy policy
Should we amend or update our privacy policy, we will always place the updated version on this page. Regularly checking this page will ensure you are aware of what will happen to the information you provide.

For further information about Data Protection, please contact:

The Office of the Information Commissioner
Wycliffe House, Water Lane. Wilmslow,
Cheshire, SK9 5AF

Telephone : 01625-545 745
