
Definitions 

For the avoidance of doubt, and for consistency in terminology, the following definitions will apply within 

this Policy. 

Data This includes both automated and manual data.  

Automated data means data held on computer, or stored with the 

intention that it is processed on computer.  

Manual data means data that is processed as part of a relevant filing 

system, or which is stored with the intention that it forms part of a 

relevant filing system. 

Personal Data Information which relates to a living individual, who can be 

identified either directly from that data, or indirectly in conjunction 

with other data which is likely to come into the legitimate 

possession of the Data Controller. (If in doubt, Northdoc refers to 

the definition issued by the Article 29 Working Party, and updated 

from time to time.) 

Sensitive Personal Data A particular category of Personal data, relating to: Racial or Ethnic 

Origin, Political Opinions, Religious, Ideological or Philosophical 

beliefs, Trade Union membership, Information relating to mental or 

physical health, information in relation to one’s Sexual Orientation, 

information in relation to commission of a crime and information 

relating to conviction for a criminal offence. 

Data Controller A person or entity who, either alone or with others, controls the 

content and use of Personal Data by determining the purposes and 

means by which that Personal Data is processed. 

Data Subject A living individual who is the subject of the Personal Data, i.e. to 

whom the data relates either directly or indirectly. 

Data Processor A person or entity who processes Personal Data on behalf of a Data 

Controller on the basis of a formal, written contract, but who is not 

an employee of the Data Controller, processing such Data in the 

course of his/her employment. 

Data Protection Officer A person appointed by Northdoc to monitor compliance with the 

appropriate Data Protection legislation, to deal with Subject Access 

Requests, and to respond to Data Protection queries from staff 

members and service recipients 

Relevant Filing System Any set of information in relation to living individuals which is not 

processed by means of equipment operating automatically 

(computers), and that is structured, either by reference to 

individuals, or by reference to criteria relating to individuals, in such 

a manner that specific information relating to an individual is readily 

retrievable. 
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