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Home Visitors Data Protection Guidelines
Thank you for offering to be a Volunteer Home Visitor for the committee of the above Branch. This document provides additional guidance on handling or ‘processing’ ‘personal data’ for the Branch (as defined in the Data Protection Act 2018). 
In your role as a voluntary home visitor, you will be asked to handle such information or personal data as is necessary for rehoming Branch animals to members of the public in accordance with the Branch’s instructions, and not for any other purpose. You will collect such data on behalf of the Branch using only: Perfect Match form
In doing this, we ask you to observe the following security measures:
· When not in use, files containing personal data or confidential information should be kept in locked cabinets or password protected electronic files to which only authorised persons have access

· Personal and sensitive information (e.g. health conditions relevant to the adoption) held on paper must be kept securely locked away from view

· Once the home visit is completed, and the result reported back to centre/branch, any personal data held for the purposes of carrying out a home visit should be securely disposed of (shredded) or returned to the Branch for shredding. Any electronic copies should be permanently deleted. 

· When files are transferred, procedures must be in place for ensuring that they are delivered only to the addressee and delivery acknowledged e.g. using signed for postal service

· Fax machines should not be used for transmitting documents containing personal data

· If communicating electronically, please use strong passwords for access and never share your password or user ID with any other person

· Keep data storage devices secure at all times

· Take care with email, never used shared accounts and be careful what you write and whom you copy in

· Never give out personal or confidential details over the phone unless you are sure of the person you are speaking to and that they are entitled to it.


If you receive any complaint or communication which relates directly or indirectly to the processing of personal data, please immediately notify the Branch and provide your cooperation and assistance in answering it. Please also inform the Branch if any personal data is lost or destroyed or becomes damaged.
Home Visitor process:

· Your named Branch contact responsible for the data is the Home Visitor Coordinator Gill Cuff.
· The frequency of the proposed transfers: verbal report within 24 hours, paper copies returned for shredding within 7 days
· How to return completed forms to the Branch: by hand or signed for post in sealed, marked envelope
· Acknowledgement procedures on receipt of the data: email or verbal
The length of time the information will be retained: until handed over to Branch/centre up to 14 days
· The method for highlighting breaches in the process: email or telephone named contact.
You will need to give the Branch all personal data held on its behalf (in paper or electronic form) when you stop volunteering for the Branch, or immediately upon request.  You may not transfer the Branch’s data to any other person. Thank you very much for volunteering for the RSPCA. Please keep a copy of the signed form.

Signed………………………………………

Name………………………………………...

Dated………………………………………...
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