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DATA PROTECTION

As you are aware, it is important that guidelines set out in the Data Protection Act are adhered to.  This means that any personal information held electronically by anyone within your WI about your members must be kept confidential and not shared with anyone without your members’ express permission.  Failure to do this could result in severe consequences as you will be in breach of the Charity Commission rules, the WI Constitution and the Data Protection Act.

Member’s personal information is held on the MCS system and therefore subject to the Data Protection Act (DPA).  The NFWI is the data controller of the personal data held on the MCS system.  In accordance with the DPA 1998 the NFWI is also registered with the Information Commissioners Office.  Similarly any personal data held by your WI must also conform to the Data Protection Act.

This means that when personal data is collected:

· Information must be given about who you are, why you are collecting the data and how you will use it.

· Consent must be given in writing from the individual whose data you are requesting and cannot be assumed.

· The personal data can only be used for specific purpose(s) and be clearly communicated to the individual

· The individual must be informed if the purpose changes and they must be given the opportunity to restate their consent

· Individuals should also be informed that they have the right to request to view and amend their date held by your WI

When personal data is held it:

· Must be kept up to date, accurate and not excessive

· Must be kept securely (eg in a password protected computer, with adequate antivirus protection)

· Cannot be shared with those who do not need to view the data.  If you do decide to share it, for example amongst the members of your WI, this must be communicated to them in advance and they must give their consent to the sharing

· Should not be kept any longer than necessary and must be destroyed in a secure manner (ie burned or shredded) when someone ceases to be a member of the WI.
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