DATA PROTECTION RELEASE FORM

[Insert organisation name and address here]

The Organisation regularly passes information and personnel details to third party organisations. These organisations typically deal with our payroll, benefits, personnel and other administrative functions. Under the Data Protection Act 1998 your data will be:

1. Fairly and lawfully processed.

2. Processed for limited purposes and not in any way incompatible with those purposes.

3. Adequate, relevant and will not be excessive.

4. Accurate.

5. Not kept for longer than necessary

6. Processed in accordance with your individual rights.

7. Secure.

8. Not transferred to countries without adequate data protection.

1. Permission To Release Personal Information

I hereby give permission for the following details held on my personnel file to be released to third party organisations:

a) Third-party employment references.

b) Employment reports or assessments, including performance reviews.

c) Disciplinary details, including informal or formal warnings.

d) Grievance procedures and outcomes.

e) Salary reviews, benefits records and expenses claims.

f) Health records.

g) Data relating to ethnic origin.

I understand that such details are used in the day-to-day administrative functions of the organisation and that these functions can and are outsourced to third party organisations. I also understand that some details may also have to be released in order to comply with various regulations and laws. 

I further give consent for such information to be transferred to organisations outside the European Economic Area (EEA), where such organisations have proper data protection controls.

Please complete this form in BLOCK CAPITALS using black ink.

2. Personal Details

	MR/MRS/MISS/MS

	SURNAME
	

	FORENAMES
	

	DEPARTMENT
	

	SITE/PLACE OF WORK
	

	EMPLOYEE SIGNATURE
	

	DATE
	


3. Manager

This completed Form should be returned to [Insert manager’s name and position here].
Liability
Hunter Human Capital Ltd tries to ensure that all documents are accurate and reflect the law at the time of use. However, neither Hunter Human Capital Ltd or its directors or officers shall be liable for any losses that arise from relying upon the documents. None of the contents of the documents constitutes individual legal advice. All documents should be used in conjunction with proper legal advice where required.

