York St John University
	Scope
	Academic staff

	Effective Date
	October 2006

	Responsible Dept.
	Quality and Academic Standards, Registry 

	Equality Impact Assessment
	No

	Last Updated By,
and Date
	Updated by Quality and Academic Standards, July 2011 

	Next Review Date
	July 2012

	Associated links
and webpages
	No


University Policy on Data Protection

The University’s general policy on Data Protection is set out below.  Specific arrangements apply to staff files and access to staff files which will be notified by the Director of Human Resources after necessary consultations have taken place.  At the time of writing, the University Data Controller is the Registrar.
1.
The University will regard all systematic data records, including manual filing systems, as being potentially open to data subjects under the provision of the 2000 Data Protection Act.  Each area of the University holding such records should be encouraged to prepare their files accordingly in relation to the data protection principles bearing in mind that::
· files should be regarded as potentially open to the subject;
· the data should be accurate;
· data should be held no longer than required;
· no more data than can be justified should be held;
· data should be secure;

And that the University does not have to grant a data subject access to any record unless:
· the request is made in writing;
· a proper fee is paid;* 

· proof of identity is provided by the data subject.

2.
The University will, as far as possible, provide data subjects with information on the data which is being collected and held on them and seek the necessary permissions for exceptional useage.

3.
Each identified area with a relevant filing system will identify itself and a named data controller for the area to the University; Data Controller, who would be responsible for the University notification to the Data Protection Registrar.  

4.
The area data controller will be responsible for ensuring the compliance of the data in his or her area with the data protection principles, including security of the data and facilitating access to the data as required.

5.
All requests for access to data under the scope of the Data Protection Act (other than arrangements reached for Personnel Files) should be via the University Data Controller and may subject to the payment of a proper fee.   

6.
Data and files made available under such arrangements will be made available under the auspices of the University Data Controller unless specific alternatives are negotiated e.g. Personnel Files.

Pauline Aldous

Registrar and Data Protection Officer

January 2005

* 
The maximum fee is still to be specified under the terms of the Data Protection Act 1998.  The maximum fee permissible under the 1994 Act was £10.00.

