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Introduction
           This information charter sets out the standards that you can expect from the Northern Ireland Office (NIO) when we request or hold information (including but not limited to personal data about you).  The charter covers both personal data and other information the NIO holds to allow it to deliver its business.
           It will tell you how you can get access to information, including your personal data, and what you can do if you think proper standards are not being met.  It will also assist any individual or organisation in contact with the NIO to understand how the information concerning them is treated and when we will consider it for disclosure on request.

           This charter will be reviewed regularly and updated to take into account any changes in legislation or our policies.

Types of Information

           The NIO holds both personal and non-personal information which are critical to the delivery of its functions, together with systems relating to NIO’s support functions such as human resources, facilities and finance.

How our information is managed

           The NIO manages, maintains and protects all information according to legislation, NIO policies and best practice.  We have security measures in place to maintain and safeguard the confidentiality, integrity and availability of our systems and data.  All information is stored, processed and communicated in a secure manner.  

Personal information

           Personal data is information that relates to living individuals.   We know how important it is to protect citizens’ privacy and to comply with the Data Protection Act 1998.  We will safeguard your information and in most circumstances will not disclose personal data without consent.  If we ask citizens for personal information we will:

· let them know why we need it, where it is not obvious

· only ask for what we need, and not collect excessive or irrelevant information

· make sure nobody has access to it who should not

· let citizens know if we share it with other organisations to improve public services 

· only keep it for as long as we need to, and in accordance with our retention schedules

· not make your personal information available for commercial use without your consent, and

· consider any request from you to stop processing or sharing data about you.

In return, to keep information reliable and up to date, we ask citizens to:

· give us accurate information, and 

· tell us as soon as possible of any changes, such as a change of address, to help us keep your information accurate and up-to-date. 

Access to personal information

           You can find out if we hold any personal information about you by making a ‘Subject Access Request’ under the Data Protection Act.  If we do hold information about you we will:

· give you a description of it 

· tell you why we are holding it 

· tell you who it could be disclosed to

· consider requests to correct any mistakes, and 

· let you have a copy of the information in an intelligible form. 

           We handle all information in a manner that respects the rights of individuals and which complies with the requirements of the Data Protection Act.

           To request any of your personal information held by the NIO please email us at foi@nio.x.gsi.gov.uk or write to us at the address provided below.  If we do hold information about you, you can ask us to correct any mistakes by contacting us using the same contact details.

Access to information

           The Freedom of Information Act 2000 enables the public to have access to unpublished information from a public body subject to certain conditions.  The NIO is committed to the proactive dissemination of information and to being open and transparent, and will publish information unless restricted by legislation or privacy concerns.  Like all other public sector organisations the NIO is required to make the information it holds available unless subject to an exemption.

Legislation – disclosure of information

           The Freedom of Information Act 2000 and the Data Protection Act 1998 have a number of exemptions which must be considered before publication or disclosure.  However, we will not withhold information simply because it falls into a relevant exemption.  We will assess the impact of disclosure in relation to the requested information and make a decision on a case-by-case basis and consider the public interest where applicable (except where we have decided that information of that type should be published proactively).

Fees and copyright

           If you ask for your personal data under the Data Protection Act, we will charge a £10 fee, as allowed under the Act.

           If you make a Freedom of Information request for large volumes of information, we may have to pass on to you some of the costs associated with providing it.

           If someone else has copyright on the information you want, you may have to pay them to use it.  If so, this is outside our control.

Please contact

For more information, please contact FOI@nio.xgsi.gov.uk by email or phone 020 7210 0840. You can write to us at FOI, Room G109, 11 Millbank, London SW1P 4PN. 
Complaints

When the NIO asks you for information, we will comply with the relevant legislation.  If you consider that your information has been handled incorrectly you can contact the Information Commissioner for independent advice about data protection, privacy and data-sharing issues.  You can contact the Information Commissioner at: 


Wycliffe House 


Water Lane 


Wilmslow 


Cheshire SK9 5AF 


Tel: 01625 545 745 


Fax: 01625 524 510 
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