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Data Security and Confidentiality Agreement

It is a requirement that all full time, part time, permanent or temporary employees, agents or representatives of Careers South West Ltd will adhere to the Data Protection Principles described below in their everyday handling of confidential issues, and in the way in which information is recorded about individuals, whether electronic or on paper. It should be understood that staff are privy to confidential information only in their capacity as employees, agents and representatives of Careers South West Ltd and therefore, 'confidential' means confidential to the company and not to any member of staff in their own right. 

KEY PRINCIPLES

1)
The welfare of the individual is paramount

2) The minimum necessary is the maximum permissible

THE STANDARDS FOR CONFIDENTIALITY
Are as set out in the Careers South West Ltd Code of Conduct – Confidentiality.
The principles of the Data Protection Legislation

Personal information must be: 

· fairly and lawfully processed; 

· processed for limited purposes; 

· adequate, relevant and not excessive; 

· accurate; 

· not kept longer than necessary; 

· processed in accordance with an individual's rights; 

· kept secure; 

· not transferred to countries without adequate protection.

In signing this agreement you are entering into a contract with Careers South West Ltd that you have read this document, understand the implications, accept its conditions and accept that misuse of, or unauthorised disclosure of, confidential information is considered to be a serious disciplinary matter and may result in summary dismissal and the possibility of legal proceedings being taken. 

I ACCEPT THE TERMS OF THIS AGREEMENT AND UNDERSTAND THE IMPLICATIONS OF KNOWINGLY OR RECKLESSLY BREACHING THE PRINCIPLES OF DATA PROTECTION AND CLIENT CONFIDENTIALITY

Volunteer’s Signature  :

Print Name:

DATE:

Last reviewed: April 2009








