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1.

INTRODUCTION

1.1

This policy document outlines Molendinar Park Housing Association’s policy in
relation to data protection.

1.2

Molendinar Park Housing association welcomed the Data Protection Act 1998.
The Act has been brought into force progressively and MPHA aims to comply
with all parts of the act on a voluntary basis.

2.

GENERAL AIMS AND OBJECTIVES

2.1

The Association will adopt and operate procedures in accordance with the Data
Protection Act principles.

2.2

The Association aims to ensure that personal date and information held by it shall
be:








Obtained and processed fairly and lawfully
Obtained only for specified and lawful purposes and shall not be used for any
other purpose
Adequate, relevant and not excessive in relation to the purpose for which it is
obtained or kept
Accurate and up to date
Held no longer than is necessary for the purpose
Processed in accordance with the rights of data subjects under the Data
Protection Act
Kept securely

2.3

The Association and all staff who use any personal information must ensure that
they follow these principles at all times.

3.

DATA CONTROLLER

3.1

The Association will ensure that it maintains its registration with the Information
Commissioner as a Data Controller under the Data Protection Act and will ensure
that our practices in the handling of personal information is of a high standard and
complies fully with the Act.

3.2

The Association will ensure that the Information Commissioner is informed of:




The personal data being or to be processed
The category or categories of date subject to which they relate
The purposes for which the data are being or are to be processed

2





The people to whom the Association may wish to disclose the information
The names, or a description of any countries or territories outside the
European Economic Area to which the Association may transfer the personal
data
A general description of security measures taken to protect the data

4.

RESPONSIBILITIES FOR COMPLIANCE

4.1

The Director has overall responsibility for data protection within the Association.

4.2

All staff has a responsibility to fully comply with the requirements of the Data
Protection Act and this policy. When involved in requesting information, staff
will explain why the information is necessary, what it is to be used for, and who
will have access to it.

5.

ACCESS RIGHTS

5.1

Tenants, employees and other individuals about whom the Association holds
personal information will have the right to access the information, unless it is
exempt under the Data Protection Act.

5.2

Information is exempt from access in a number of situations including if:



It would identify another individual who has not consented to the disclosure
In the opinion of a health professional or the landlord, it would be likely to
cause serious harm to the physical or mental health of the tenant or any other
person

5.3

The Association will respond to written requests promptly and will take no longer
than 40 days to inform the tenant/applicant in writing whether it holds such
information and will give the tenant/applicant a copy of than information.

6.

CHARGING FOR PROVIDING INFORMATION

6.1

The Association will not normally levy any charge for responding to requests for
information. However, the Association reserves the right to make a charge of up
to £10 to cover administration, stationery and postage costs, where it is felt
necessary to do so.
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7.

AMENDING INFORMATION

7.1

If the tenant/applicant gives the Association written notice that the information
held is incorrect and can provide factual evidence to support this (and the
Association accepts this to be so) the Association must correct or erase the
information and as soon as possible send a revised copy to the tenant/applicant
free of charge.

7.2

If the Association does not accept that the information is incorrect, it must place a
note recording the tenant’s/applicant’s views with the information it has decided
not to alter and must send the tenant/applicant a copy of the note with a notice
stating the reasons why it believes the original information to be correct.

8.

CONFIDENTIALITY

8.1

This policy complements the Association’s Openness and Confidentiality Policy.
Only information which can or must be legally disclosed under the Data
Protection Act will be shared with a third party without the individuals consent.

8.2

All staff will have a password to ensure information is only accessible to those
who need to know the information in order to carry out their requirements of their
post.

9.

POLICY REVIEW

9.1

The Association will review this policy at least every five years

9.2

The review will take account of legislative changes, policy and good practice
guidance.
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