

Office of the Clerk of Tynwald
Declaration of Secrecy Policy
1.	Introduction	2
2.	Link to the policy	2
3.	How the policy applies to OCOT	2



[bookmark: _Toc217295163]Introduction 
This policy sets out the approach to confidentiality and the official secrets act.
This policy and the provisions made under it will be reviewed from time to time as required.
[bookmark: Procedure][bookmark: _bookmark1][bookmark: _Toc217295164]Link to the policy
You can access full details of the policy held on the Isle of Man Government OHR website by clicking this link:
Office of Human Resources | Declaration of Secrecy
[bookmark: _Toc217295165]How the policy applies to OCOT
The policy found in the Civil Service terms and conditions of service is currently adopted in its entirety and applies to staff at OCOT.   
The following area should be noted when reading the policy:
· Where ‘civil servant’ is mentioned in the policy, it applies to staff members working at the Clerk of Tynwald’s Office. This includes employees, both full-time and part-time, those in limited term appointment posts and interns, casual staff and those on work experience.



Retention and Personal Data
Retention
Information Management is managed under the COT corporate retention schedule
Function		COT Corporate
Sub-function 		Policies 
Personal Data 
The Office of the Clerk of Tynwald on the basis of being an official authority. 
The following is a checklist to ensure the processing of personal data is applied in this policy:
	Principle
	Context
	Applied?

	Lawfulness, fairness and transparency 
	Personal data is processed lawfully, fairly and in a transparent manner 
	Yes

	Purpose limitation
	Personal data is collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes
	Yes

	Data minimisation
	Personal data processed is adequate, relevant and limited to what is necessary 
	Yes

	Accuracy
	Personal data processed is accurate and, where necessary, kept up to date
	Yes

	Storage limitation
	Personal data is kept in a form which permits identification for no longer than is necessary
	Yes

	Integrity and confidentiality
	Personal data is processed in a manner that ensures appropriate security
	Yes


The following is a checklist to ensure the following rights for individuals when processing personal data:
· The right to be informed
· The right of access
· The right to rectification
· The right to erasure
· The right to restrict processing
· The right to data portability
· The right to object
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