Exeter City Council Public Trust Charter

Exeter City Council collects personal information to ensure our services are as effective and efficient as possible.  This charter sets out what you can expect from us when we handle your personal information.

The Data Protection Act 1998 and processing of personal information

When we collect and process personal information we will do so in compliance with the Data Protection Act 1998 and other relevant legislation.  This means we will:

· Only use your information for lawful purposes

· Tell you what we are going to do with your information

· Not use if for other reasons than it was collected for

· Ensure that it is accurate and kept up to date

· Not ask for more information than we need or that is relevant but make sure that we have enough information to carry out our job

· Keep the information secure

· Not keep it for longer than is necessary

· Not send it to countries with less rigorous data protection laws than ourselves, without your permission

You have a right to see any personal information the Council holds about you.

Who will see your information?

Employees and agents of the Council or any third parties who help provide a service to you.  Information will only be shared with your consent, or where there is a lawful need or requirement to do so.

Why does the Council need my information?
Generally your information is needed to ensure the service provided is appropriate for you, to help fulfil statutory duties and to enable us to carry out day to day operations for example keeping in contact with you.  

Individual services should provide you with more detailed information of what they are going to do with your information when they collect it from you.

When will your information be deleted?

Your information will be kept only for as long as necessary to provide the service to you, and to ensure reports can be issued for government or Council purposes.  It will be kept in line with any legal requirements for the retention of records.  

How will your information be safeguarded?

The Council is committed to safeguarding the information that it holds about you.  All employees have to abide by the Data Protection Act 1998.  In addition we have a Data Protection Policy Statement which employees are familiar with; training for employees on Data Protection issues to ensure the Council complies with the relevant legislation and good practice; and there are strict technical controls in place for access to personal information, for example a secure computer server.  

What personal information is the Council registered for holding?

The Information Commissioner maintains a public register of data controllers who process personal information.  The Council is a data controller and our register can be found on the Information Commissioner’s website.  

Exeter City Council (Registration number Z5448502)
How can you make sure your information is always correct?

We are committed to ensuring your information is accurate and up to date, however, you can help us by:

· Giving us accurate information 

· Telling us as soon as possible of any changes in your circumstances 

· Letting us know if you notice any inaccuracies in the information we hold about you

Can you check your information?

You have the right to see the information the Council holds about you.  A request of this nature is called a subject access request and should be made in writing to the Council.  A fee of £10 is charged for a subject access request and a response will be issued by the Council within 40 days of receiving both the request and the fee.  

What do you do if you want to complain about the information the Council holds about you?

The Council is committed to openness and transparency.  If you wish to request a review of the way your information or your request has been handled, please write to the Council's Policy, Communications and Community Engagement Corporate Manager.  An internal review will be carried out and a response will be issued within 20 working days.   
If you are still unhappy with the way your request has been dealt with, you have the right to apply to the Information Commissioner for a decision.  Further information can be found by visiting the ICO - Information Commissioner's Office website or by calling them on 0303 123 1113.

Further information

For general data protection advice, or to make a subject access request please refer to the Council’s website www.exeter.gov.uk/dataprotection or email data.protection@exeter.gov.uk.

