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Data Protection Policy

Oliver Chapman Architects needs to gather and use certain information about 
individuals. These can include customers, suppliers, business contacts, employees and 
other people the organisation has a relationship with or may need to contact. 

The Data Protection Act 1998 describes how organisations must collect, handle and store 
personal information. To comply with the law, personal information must be collected and used 
fairly, stored safely and not disclosed unlawfully.

Principles
The Data protection Act is underpinned by eight important principles, to which Oliver 
Chapman Architects subscribe. These state that personal data must:

         •  be processed fairly and lawfully
         •  be obtained only for specific, lawful purposes
         •  be adequate, relevant and not excessive
         •  be accurate and kept up-to-date
         •  not be held for any longer than necessary
         •  be processed in accordance with the rights of data subjects
         •  be protected in appropriate ways
         •  not be transferred outside the European Economic Area, unless that country or territory  
 also ensures an adequate level of protection

Responsibilities
Everyone who works for or with Oliver Chapman Architects has some responsibility for 
ensuring data is collected, stored and handled appropriately and in accordance with the above 
principles.

Data Storage
When data is stored on paper, it should be kept in a secure place where unauthorized people 
cannot see it, eg. a locked drawer or filing cabinet, and should be shredded and disposed of 
securely when no longer required. 

When data is stored electronically, it must be protected from unauthorized access, accidential 
deletion and malicious hacking attempts. It should be protected by strong passwords and 
approved security software, and stored only on designated drivers and servers. Data must 
be encrypted before being transferred electronically, and should be sent only to authorized 
external contacts.

Subject Access
All individuals who are the subject of personal data held by Oliver Chapman Architects are 
entitled to ask what information the company holds about them and why, and to be informed 
as to how the company is meeting its data protection requirements.


