Data Protection Compliance Policy 25th May 2018
As a sole trader, I, Kim Cumming, am the responsible Data Protection Officer
Information for bookings for Funeral, Baby Naming, Marriage celebration and Renewal of Vows ceremonies are received from Funeral Directors and general members of the public.
Details for funeral services are provided by email to me directly by the Funeral Director.  This information includes the name of the deceased plus name, address, phone numbers and email address of the client making the arrangements for the funeral. The date, time and place of the service is also provided along with brief details of relevant information such as age of deceased, type of ceremony required (religious/non religious).
[bookmark: _GoBack]In the case of all other ceremonies, the client contacts my company directly and will provide name(s), addresses phone numbers, email address and relevant information relating to the ceremony such a date, time and venue of ceremony.
In all cases, I attend an appointment with the client(s) and take a history of their lives to be able to draft an appropriate ceremony and to take notes of their personal requests.
Aside from funerals, all clients are made aware of my privacy statement which is included in my company Information/Terms and Conditions sheet which is signed at the time of booking.
All customer details are held electronically on a memory stick (emails and ceremony scripts) and paper based (clients details) and are kept in a locked file cabinet in a secure room, in my personal home, which is alarmed.
Once a ceremony is completed, the file is kept for one month before being securely destroyed by shredding.  It is held for one month in case a client requires one or more commemorative ceremony packs.
Data Subject Access Requests
Once received in writing, the requester will receive an email/written letter to confirm receipt of request within 5 working days.
A full response will be provided within 20 working days.

Data Erasure of Correction Requests
The request must be received either verbally or in writing. Once received and based on the request type, I will respond within one calendar month or as per regulations on the ICO website.
