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Data Protection Awareness      
 

COURSE OVERVIEW 
 
The work of Human Resources Officers is significantly affected by data 
protection law. This course is specifically designed to give the practical 
knowledge that they need. This one-day session gives delegates essential 
practical understanding of all data protection compliance issues involved with 
employing staff. 
 

COURSE CONTENT 
 

� Practical advice on the obtaining, usage and storage of staff data 
� Complying with subject access requests from employees, ex-employees and job 

applicants 
� Monitoring of staff activities and communications 
� The use of agents to process employee data e.g. payroll and pension brokers 
� The necessary content of employment application forms and all staff detail 

forms 
� Complying with the requirements of using sensitive persona data guidance that 

should be passed to line managers about retaining information 
� “References” – the data protection implications of both giving and receiving 

them  

CERTIFICATION 
 

Attendance Certificate 


