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As explained in Privacy notices – the right to be informed, information regarding how and why personal data is being processed must be provided to the data subject when data is being collected. This is achieved via a privacy notice which should contain the following:


	#
	Element 
	Y/N
	Comments

	1
	Name of the Data Controller
	
	


	2
	Contact for Data Protection Officer
	
	


	3
	Purpose and lawful basis for the personal data that you process
	
	

	4
	Basis of processing for special categories of data
	
	

	5
	Legitimate interests claimed
	
	


	6
	Recipients of the personal data that you collect and process
	
	

	7
	International transfers and if applicable any safeguards in place
	
	

	8
	Retention periods for the data and the criteria for setting that period (for example as set in legislation)
	
	

	9
	Right to request rectification, portability and objection
	
	

	10
	Right to withdraw consent
	
	


	11
	Right to complain to the data controller
	
	

	12
	Right to complain to the ICO
	
	


	13
	Consequence (if any) of failure to supply data
	
	

	14
	Existence of profiling and/or automated decision making
	
	





