DATA PROTECTION

The Data Protection Act 1998 and your right to know about personal information held by Stockton-on-Tees Borough Council (“the Council”).

The Data Protection Act 1998 protects “personal data” - in other words, information about individual people, however it is kept and whatever it is used for. 

All users of personal information (the Act calls these Controllers) must follow rules when obtaining and using information, while you also have certain rights that Controllers must respect.

To help us provide our services and to maintain our records of them, the Council holds personal information on many people.  As a result, we must also follow the rules set by the Act. 

Q.
What are your rights?

	A.
	· To ask if we hold personal information about you

· To ask what we use it for

· To be given a copy of the information

· To be given details of other organisations or people we disclose it to 

· To ask for incorrect data to be corrected

· To ask us not to use personal information about you for direct marketing

· To be compensated for damage or distress caused if we do not comply with the Act


Q.
Do we need your consent to use information about you?

A.
Only if we are going to process your data for purposes other than those we are required to carry out by law, or where we decide that data held for one purpose could be put to another use. 


All application forms and requests for information should now explain why we require the information requested and whether or not we need your consent to use or hold it. 

Q.
How do you ask to see information about  you?

A.
Write to us, or call at any of our offices, asking to see your records and giving:-

· your name

· your address

· details of the service(s) you are receiving

· any other information (eg date of birth rent or council tax number) that can help us to find your information


If you call at our offices or telephone us, we will give or send you a Subject Access Request Form.  We can help you to fill this in if you wish.  If you  write to us we will send you a copy of this form.  A copy of the form can also be obtained from www.stockton.gov.uk/data
Q.
Do you have to pay to see your information?

A.
There is a £10 administrative charge for processing a data subject access request, plus any reasonable photocopying costs. 

Q.
What information can you receive?

A.
You will be given either a photocopy of our manual records or a printout from the computer for you to keep and check for accuracy.  These will include:-

· all the information the Authority holds about you on both our computer and manual records; and you may also request and receive:-

· details of the purposes for which we use your data

· a list of others to whom it is disclosed

· any information about our source of data.

Q.
What do you do if the information is wrong?

A.
You must write and tell us so that we can correct it.  We must tell you what we have done with 21 days of receiving your request.  If we do not agree that the information is incorrect, you can ask for your disagreement to be recorded on your records.  You can also appeal to the Information Commissioner or to a Court if we do not correct the information. 

Q.
What do you do if you think you have not been given all of the information you asked for?

A.
You can appeal through the Council’s appeal procedure, or to the Information Commissioner whose staff will look into the matter on your behalf. 

Q.
Can you prevent information about you being used for Direct Marketing, or for other purposes which could cause you damage or distress?

A.
Yes.  For the first of these, write to ask us not to process your information for this use.  If you think that damage or distress could result from its use, you must write to us and give your reasons for asking us to stop the processing.  We must respond no later than 21 days after we have received your request. 

Q.
How will you know if decisions about you have been made by automated means?

A.
We will tell you and ask you to write in if you have any objections.  If you do object, we will make a new decision but this time will not do so by automated means. 

Q.
Can you claim compensation?

A.
If you have suffered any damage or distress because we have broken the rules or used inaccurate data, you may be able to claim compensation though a court, provided you can show that we had not taken reasonable care to ensure that the Council complied with the Act.  

Q.
Can we help you in understanding the information?

A.
Yes, if you would like us to help you with any part of this process, let us know and we will provide someone to assist you.  A translation service is also available. 

To contact us:

Education, Leisure & Cultural Services

Tel No: 01642 526478

Development & Regeneration

Tel No:01642 526753/50

Council Tax, Finance, IT

Tel No: 01642 526343

Human Resources

Tel No: 01642 528408

Service Stockton 

Tel No:
 01642 527296

Communications

Tel No:  01642 526097

Policy and Performance Standards

Tel No:  01642 526091

Health and Social Care

Tel No: 01642 527457

Law and Democracy and general queries

Tel No:  01642 527060/526309

Data Protection Co-ordinator

Mr D E Bond

Stockton-on-Tees Borough Council

PO Box 11

Municipal Buildings

Church Road

Stockton-on-Tees

TS18 1LD

Tel No: 016420 527060

Email:  david.bond@stockton.gov.uk 

Also:

The Information Commissioner

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Tel No: 01625 545700

Website:  www.informationcommissioner.gov.uk 

DP guidance public


