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Introduction

As a normal part of its activit S CcO p L I LIS

employees, customers, etc. T
requirements of the Data Prot|
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Requirements

Requirements of the Act:
[ The Company | must be S CO p LI I LS

[ The Company | must ap
All data must be fairly ang
The data must be processg
The data must be adequaty
The data must be accuratg
The data must be kept sec
8. Data is not to be passed td

[ The Company ] and any of 1 S CO p LI I LS

ensure that they comply with
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Rights and responsibilities (il ool

Rights

All employees are entitled to
them [ the Company ] holds a
provide the information withi
for the delay. The employee

update information where it i WWW. S CO p Ll I US. CO.

disclosing such information t gl bl
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Customers and other non-em
personal data [ the Company

be charged by [ the Company S cCO p L I LIS

Responsibilities

All employees should make s
and inform [ the Company |
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Where employees collect, pro
must follow these guidelines
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« Any personal data whichiRE.¥2V.FaV.¥ 8 S cCopu I LS.
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Proposals to collect or ug
discussed with the Data (

restricted to those authO! ]
means by physical mean
electronic means such as

e Personal information m S CO p L I LS

Great care must be take
the telephone nor to disc
via e-mail.
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More detailed advice on any of {

subject. In many cases t
case of sensitive data sud

consent must be obtained S CO p L I W

such information to mon
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Controller. I
Public Information S CO p Ll I US
Information that is already in thq
Act.
WWW. Scopulus.co.uk
The Data Controller

Any questions about this policy

Controller. S cCO p Ll I LIS

The Data Controller is [
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	Responsibilities
	All employees should make sure that personal information they provide is accurate and inform [ the Company ] when it changes.

