SCOTNURSING LTD.
Incorporating ScotNursing, 

Data Protection Policy
Purpose of Policy

This policy outlines how the personal information of all employees of ScotNursing is used and offers protection from misuse of any such personal details.

Data Protection Principles
At the heart of the Data Protection Act lies eight common sense rules known as the Principles.

They require personal information to be:

· Fairly and lawfully processed

· Processed for limited purposes only

· Adequate, relevant and not excessive

· Accurate

· Not kept longer than necessary

· Processed in accordance with your rights

· Kept secure

· Not transferred abroad without adequate protection

Fulfilling the Law
· ScotNursing ensures that all employee personal files are stored in lockable filing cabinets with limited access on a need to know basis.

· Computer held files are accessed only by members of staff responsible for Human Resources.
· The company only holds information required for employment  purposes 
· No employee personal details will be passed on to any other organisation / person without the written consent of the employee 
Right of Access
The Act, with some exceptions, gives each employee, the right to find out what personal information is held by ScotNursing. This is known as ‘right of access’. On written request, each employee can be supplied with a copy of all the information the company holds about them.  ScotNursing will charge a fee of £10 for this.
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