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1. All emails relating to your specific Role at Christ Church Moreton Hall (CCMH) must be clearly separated. For example, in an email folder or separate email account. This includes all historical emails.
2. Upon ending your specific Role at CCMH all such emails must be deleted or backed up to CCMH leadership or CCMH office immediately.
3. All data held, including on emails, relating to persons at CCMH is subject to GDPR Rules. For further guidance contact the Data Protection Officer in the first instance.
4. All emails relating to your specific Role at CCMH should mention in the footer;
a. Your Name
b. Your Specific Role at CCMH
5. All data held, including on emails, relating to persons at CCMH must be password protected individually or collectively.
6. All data breaches must be reported immediately to the Data Protection Officer. This includes 
a. sending emails to the wrong persons or address either 
deliberately or in error.
b. Printing/giving out Data incorrectly
c. Failing any of the above measures
d. Anything else deemed a Breach of GDPR rules
7. For the purposes of clarification, the above includes data Backed up, shared, archived, or held remotely. 
8. [bookmark: _GoBack]All mention of “email” also applies to any electronic communication.
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