Data Protection Procedures at Reception 2018

Under the Data Protection Act 1988 and 2003 the following procedures are followed when any application is received.
1. Post is received and opened and checked at the front desk by 2 people, receipts are written and put in the post 
2. Application forms without deposits are posted back to participants with standard letter explaining no application can be accepted without the deposit.
3. Receipt number, date and payment methods i.e. cash, cheque or money order is recorded on the application form and the date is recorded on the concession form if one is enclosed.
4. Applications and concession forms are then handed over to Ger. to enter the details onto the database,( database protected by password logins) account is created for each person by adding new and entering title, the name, address, contact number, emails, course and payments.
5. The money/cheque or Postal orders are locked into the petty cash book in Ger. desks and the application form is filed away into the a file with course name on front, concession forms are files in concession file under the different course.
6. At lunch and evening these files are locked away in the cupboard to the right of Ger.’s desk.
7. Once the closing date has passed the application forms are filed into the groups. 
8. The concession forms are then handed over to the training and development officer overseeing the course. Once a discussion is made the file then goes to the finance dept.
9. Pending the number of applications, (max number need to run groups)letters of offers and packs are sent out ( the packs include acceptance forms, Concession or DSP granted letter, payment plans and standing order mandates)
10. Once the acceptance forms start coming in the acceptance forms are filed with the applications forms and the bank details and payment plans are handed over to the accounts department.
11. A file is then created for each group and placed in the filing cabinet in Ger.’s office area with the acceptance forms stapled to the front of the application form.
12. Attendance sheets are printed for each group and sent to the trainers for each module or term, participants sign in each night they attend (Role) these are sent back and the calculations for each person % is done from them.
13. Certs are created based on the % calculations
14. Invites are posted or emailed out to each person in the group to let them know the time and place for the presentation of certs.
15.  In the event of not enough numbers to run a course, refunds are made and the course is cancelled.
16. These files are held for 7 years before being destroyed.
























Message books and locking up at night due to open plan office
1. At SHEP we have a message book where we can record messages received during the day for different staff members 
2. This book contains the names and number and brief messages from clients, participants or professional wanting to contact members of staff.
3.  This book is locked away at night and during lunch time as personal information on the caller is recorded i.e. name, contact details and maybe personal message.
4. We also have green sheets for people who are seeking counselling, again this is locked away at lunch and evening to protect peoples information
5. [bookmark: _GoBack]We have a clear desk policy, where all desks are cleared every night 
6. Each staff member in reception has a notebook which is used to record information given over the phone, again all these are locked away as they contain personal information on calls received during the day.
7. All books and files are locked into the cupboards in Ger.’s office area.

Our staff members each take care of their own data protection. They all have offices so the doors are locked in each office at night to secure the protection for any file they have (except Jim). 
Jim’s office also doubles as a training room, Jim also uses the clear desk policy at night.
TO DO LIST
I need to check on the filing cabinets and if they are locked in Jims rooms what measures need to be put in place here.
Store room needs to be locked as well financial file archived there!!!!!

