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The below screening questions should be used to inform whether a DPIA is necessary. This is not an exhaustive list therefore in the event of uncertainty, completion of a DPIA is recommended. If you are unsure or need any support completing this document, please contact the IG Team at:
 hnyicb-ery.ig@nhs.net 

	Title
	     
	Brief description

Please provide a brief overview explaining the project/ system/ service.
	



Screening completed by
	Name
	     
	Title
	     
	Department
	     
	Email
	     
	Date
	     


Marking any of these questions is an indication that a DPIA is required:

	Screening Questions
	Tick

	1
	Will the project involve the collection of new identifiable or potentially identifiable (pseudonymised) data about individuals?
(If the ICB do not process personal data but another organisation or a service provider does as part of the project, a DPIA must still be completed). 
	☐
	2
	Will the project compel individuals to provide data about themselves or involve the processing of personal data not obtained directly from the individual?
i.e., where they will have little awareness or choice or where it is impossible, or would involve disproportionate effort, to inform the individuals that the processing is taking place
	☐
	3
	Will identifiable data about individuals be shared with other organisations or people who have not previously had routine access to the data?
	☐
	4
	Are you using data about individuals for a purpose it is not currently used for or in a new way?
i.e., using data collected to provide care for a service evaluation; data matching where data obtained from multiple sources is combined, compared or matched.
	☐
	5
	Where data about individuals is being used, would this be likely to raise privacy concerns or expectations?
i.e., will it include health records, genetic data, criminal records or other information that people may consider to be sensitive and private and may cause them concern or distress.
	☐
	6
	Will the project require you to contact individuals in ways which they may find intrusive?
i.e., telephoning or emailing them without their prior consent.
	☐
	7
	Will the project result in you making decisions in ways which can have a significant impact on individuals?
i.e., will it affect the care a person receives? Is it based on automated decision making (including profiling)?
	☐
	8
	Does the project involve you using new technology which might be perceived as being privacy intrusive?
i.e., using biometrics, facial recognition, Artificial Intelligence or tracking (such as tracking an individual’s geolocation or behaviour)
	☐
	9.
	Is a service/processing activity being transferred to a new supplier/organisation (or re-contracted) at the end of an existing contract
	☐
	10.
	Will the project involve systematic monitoring of a publicly accessible area on a large scale?
i.e., use of CCTV
	☐
	11.
	Will the project involve the targeting of children or other vulnerable individuals?
i.e. for marketing purposes, profiling or other automated decision making
	☐
	
	
	

	*
	If none of the above are applicable, please tick to confirm you have considered completion of a DPIA and determined it is not required.
	☐


Please retain a copy of this questionnaire within your project/system documentation.
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Data Protection Impact Assessment (DPIA)

Please complete all questions with as much detail as possible (liaising with partners/third parties) and then contact the IG Team prior to seeking approval.

Section 1: System/Project General Details

	System/project/process (referred to thereafter as ‘project’) title:
	

	Objective:
Please explain your objectives, what are you trying to achieve? 
	

	Detail:
Why is the new system/change in system required?  Is there an approved business case?
	

	Stakeholders/Relationships/Partners:
Please outline the nature of such relationships and the corresponding roles of other organisations.
	

	Data Controller: 
The controller is the organisation that alone or jointly determines the purpose and means of the processing. Eg. ICB, GP, Trust, Local Authority 

What are ‘controllers’ and ‘processors’? | ICO

	Name the Data Controllers / Joint Data Controllers (Please list all):









	Other related projects:
	     
	Project lead:
	Name: 
	

	
	Title:
	

	
	Department:
	

	
	Telephone:
	

	
	Email
	

	Information Asset Owner:
All information systems/assets must have an Information Asset Owner (IAO). IAO’s should normally be a Head of Department/Service.
	Name: 
	

	
	Title:
	

	
	Department:
	

	
	Telephone:
	

	
	Email
	

	Information Asset Administrator:
Information systems/assets may have an Information Asset Administrator (IAA) who reports the IAO. IAA’s are normally System Managers/Project Leads.
	Name: 
	

	
	Title:
	

	
	Department:
	

	
	Telephone:
	

	
	Email
	





Section 2: Data Protection Impact Assessment Key Questions

	
	Question
	Response

	Data Items

	1. 
	Will the project use identifiable or potentially identifiable data in any way?
If answered ‘No’ then a DPIA is not normally suggested.
	☐ Yes	☐ No

If yes, who will this data relate to:
☐ Patient
☐ Staff
☐ Other: Click here to enter text.

	2. 
	Please state purpose for the processing of the data:
For example, patient care, commissioning, research, audit, evaluation.
	

	3. 
	Will the processing be ongoing or for a fixed term?
	☐ Ongoing 	☐ Fixed Term

If fixed term please explain:



	4. 
	Please tick the data items that are held in the system


Personal





Special categories
 of personal data 
(sensitive data)
	

 ☐ Name 	 ☐ Address
 ☐ Post Code	 ☐ Date of Birth
 ☐ GP Practice	 ☐ Date of Death
 ☐ NHS Number	 ☐ NI Number
 ☐ Passport Number	 ☐ Pseudonymised Data
 ☐ Online Identifiers (e.g. IP Number,  Mobile Device ID)

☐ Health Data	☐ Trade Union membership
☐ Political opinions	☐ Religion
☐ Racial or Ethnic Origin	☐ Sex life and sexual orientation
☐ Biometric Data	☐ Genetic Data
  	
☐ Other: 

	5. 
	What consultation/checks have been made regarding the adequacy, relevance and necessity for the processing of the data for this project?
(For example - why do you need all the data items in section 3, why can’t you achieve the intended purpose with less data, anonymised data etc.)
	

	6. 
	How will the data be kept up to date and checked for accuracy and completeness?
	

	7. 
	What is the scope of the processing? 
	Data Subject(s):
☐ <100		   ☐ 100 – 500
☐ 501 – 1,000            	☐ 1,001 – 10,000
☐ 10,001 – 50,000	   ☐ >50,000
☐ Unknown

Records:
☐ <100		                 ☐ 100 – 500
☐ 501 – 1,000		☐ 1,001 – 10,000
☐ 10,001 – 50,000	                 ☐ >50,000
☐ Unknown

	Data processing

	8. 
	Will a third party be processing data on behalf of the ICB or one of its contractors?
	☐ Yes	☐ No

If no, please go to the Confidentiality section. 

	9. 
	Name and address of the third party: 
	

	10. 
	Is the third party contract/supplier of the project registered with the Information Commissioner?
	☐ Yes	☐ No

Organisation: 

Data Protection Registration Number: 

	11. 
	Has the third party supplier completed and published a satisfactory Data Security and Protection Toolkit submission?

	☐ Yes	☐ No

If yes, please give organisation code:


DSPT Toolkit score:
☐ Standards Met 
☐ Approaching Standards 
☐ Standards Exceeded 
☐ Improvement Plan Submitted
☐ Not applicable – no patient data processed 


	12. 
	Does the third party/supplier contract(s) include all the necessary Information Governance clauses regarding Data Protection and Freedom of Information?

	☐ Yes	☐ No

Is the contract based on or utilise the NHS standard contract?
☐ Yes	☐ No

Is the Contract a Crown Commercial Services contract? 

☐ Yes	☐ No


	13. 
	Will the third party sub-contract any work in relation to this processing? 
	☐ Yes	☐ No

If yes please list the subcontractors and their purpose:  


	14. 
	Will other third parties (not already identified) have access to the data? 
Include any external organisations.
	☐ Yes	☐ No

If so, for what purpose?


Please list organisations and by what means of transfer:


	Confidentiality

	15. 
	Please outline how individuals will be informed and kept informed about how their data will be processed.
A copy of the privacy notice and/or leaflets must be provided.
	

	16. 
	Does the project involve the collection of data that may be unclear or intrusive?
Are all data items clearly defined? Is the data collected limited to a specific set of predefined categories?
	☐ Yes	☐ No

If yes, please explain:


	17. 
	Are you relying on individuals (patients/staff) to consent to the sharing of personal identifiable or sensitive data?
Please provide copies of any consent documentation that will be used, including patient information leaflets
	☐ Yes	☐ No (Go to next question)

How will consent be obtained and by whom?
Click here to enter text.

Will the consent cover all proposed sharing/disclosures?
☐ Yes	☐ No

If no, please detail:
Click here to enter text.

	18. 
	What legal basis enables this data processing?
For more information about conditions for processing, please see the ICO’s GDPR website.
	Personal data (identifiers and potentially identifiable data):
☐ Relating to a contract: Click here to enter text.
☐ Legal obligation: Click here to enter text.
☐ Vital interests: Click here to enter text.
☐ Public task: Click here to enter text.
☐ Other: Click here to enter text.

Special categories of personal data (sensitive data), if applicable:
☐ Medical related: Click here to enter text.
☐ Public Health: Click here to enter text.
☐ Employment related: Click here to enter text.
☐ Vital interests: Click here to enter text.
☐ Already public: Click here to enter text.
☐ Legal claim related: Click here to enter text.
☐ Substantial public interest: Click here to enter text.
☐ Other: Click here to enter text.

	19. 
	Will identifiable data only be handled within the patients’ direct care team (in accordance with the Common Law Duty of Confidentiality)?
	☐ Yes	☐ No

If no, please detail:


	20. 
	How will consent, non-consent, objections or opt-outs be recorded and respected?
	

	21. 
	What arrangements are in place to process Subject Access Requests?
What would happen if such a request were made?
	

	22. 
	Will the processing of data be automated?
Will the proposed processing of data involved automated means of processing to determine an outcome for the individual?




	☐ Yes	☐ No
☐ Not applicable

If yes, please outline what arrangements are available to enable the individual access and to extract data (in a standard file format). Please also detail any profiling that may take place as part through automated processing: 
Click here to enter text.

	23. 
	What process is in place for rectifying/blocking data?
What would happen if such a request were made?

	

	Engagement

	24. 
	Has stakeholder engagement taken place?







	☐ Yes	☐ No

If yes, how have any issues identified by stakeholders been considered?
Click here to enter text.
If no, please outline any plans in the near future to seek stakeholder feedback:
Click here to enter text.

	Data Sharing

	25. 
	Does the project involve any new data sharing between stakeholder organisations? 













	☐ Yes	☐ No

If yes, please describe:
Click here to enter text.
Please provide a high level data flow diagram showing how identifiable information would flow.



☐ Yes	☐ No


	26. 
	Is this use or disclosure of data in scope for the national data opt- out to be applied? 
(Data used for research or planning is in scope) National data opt-out - NHS Digital

(Please see the ICB’s NDOO Policy at: Documents and Publications (icb.nhs.uk) or contact your IG lead if you need more information about this)

	☐ Yes	☐ No


If yes please explain how this will be managed, and how patients can opt- out: 



	Data Linkage

	27. 
	Does the project involve linkage of personal data with data in other collections, or significant change in data linkages?
The degree of concern is higher where data is transferred out of its original context (e.g. the sharing and merging of datasets can allow for a collection of a much wider set of information than needed and identifiers might be collected/linked which prevents personal data being kept anonymously)

	☐ Yes	☐ No

If yes, please provide a data flow diagram showing how identifiable information would flow and ensure this is added to the ICB Information Asset and Data Flow Register (see Information Assets and Data Flows section).

	Information Security

	28. 
	Who will have access to the data within the project?
Please refer to roles/job titles/organisations.

	Click here to enter text.
	29. 
	Is there a useable audit trail in place for the project? 
For example, to identify who has accessed a record?
	☐ Yes	☐ No
☐ Not applicable

If yes, please outline the audit plan: Click here to enter text.

	30. 
	Where will the data be kept/stored/accessed?
Where applicable, please refer to data flow diagram.

	Click here to enter text.
	31. 
	Has the organisation responsible for the storage of data implemented port controls? Eg. are USB ports, CD writers etc. disabled or restricted? 
	

	32. 
	Please indicate all methods in which data will be transferred
	☐ Fax	☐ Email (Unsecure/Personal)
☐ Email (Secure/nhs.net)	☐ Internet (unsecure – e.g. http)
☐ Telephone	☐ Internet (secure – e.g. https)
☐ By hand	☐ Courier
☐ Post – track/traceable	☐ Post – normal
☐ Software	☐ Mobile app
☐ Other: Click here to enter text.

	33. 
	Does the project involve privacy enhancing technologies?
New forms of encryption, two factor authentication and/or pseudonymisation.

	☐ Yes	☐ No

If yes, please give details: Click here to enter text.

	34. 
	Is there a documented System Level Security Policy (SLSP) or process for this project?
A SLSP is required for new systems – this is likely to need to be completed by the supplier.

	☐ Yes	☐ No
☐ Not applicable

If yes, please provide a copy.


	Privacy and Electronic Communications Regulations

	35. 
	Will the project involve the sending of unsolicited marketing messages electronically such as telephone, fax, email and text?
Please note that seeking to influence an individual is considered to be marketing.




	☐ Yes	☐ No

If yes, what communications will be sent?
Click here to enter text.

Will consent be sought prior to this?
☐ Yes	☐ No

If no, please explain why consent is not being sought first:
Click here to enter text.

	Records Management

	36. 
	What are the specific retention periods for this data? 
Please refer to the Records Management Code of Practice for Health and Social Care 2016 and list the retention period for identifiable project datasets.

	Click here to enter text.
	37. 
	Will the data be securely destroyed when it is no longer required?

	☐ Yes	☐ No

If no, please detail:  Click here to enter text.

	Information Assets and Data Flows

	38. 
	Has an Information Asset Owner been identified and does the Information Asset and Data Flow Register require updating?
Please see the Information Asset Register and Data Flow Mapping Form. 




	☐ Yes	☐ No
If yes, include the completed Information Asset Register New Entry Form.

Does this project constitute a change to existing Information Asset(s) or is this a new Information Asset?
☐ Yes	☐ No

If yes, include the completed Information Asset Register and Data Flow Mapping Form for risk review.



	Business Continuity

	39. 
	Have the business continuity requirements been considered?





	☐ Yes	☐ No
☐ Business Continuity is not applicable

Please explain and either reference how such plans link with the organisational plan or why there are no business continuity considerations that are applicable for this project: Click here to enter text.

	Open Data

	40. 
	Will identifiable/potentially identifiable from the project be released as Open Data (placed in to the public domain)?

	☐ Yes	☐ No

If yes, please describe: Click here to enter text.

	Data Processing Outside of the UK and European Union (EU)

	41. 
	Will any personal and/or sensitive data be transferred to a country outside the UK?


	☐ Yes	☐ No

If yes, which data and to which country?
Click here to enter text.

	Artificial Intelligence (AI) *If you are not using AI you do not need to complete this section*

	42. 
	Does the project involve the use of Artificial intelligence (AI) 
You must read the ICB’s Artificial Intelligence Policy if you are completing this section. 
	☐ Yes	☐ No

If you have answered no you do not need to complete this section. 

	43. 
	Please explain in detail how you intend to use AI. 
	

	44. 
	Please provide information on how the AI output is used to make decisions and the potential impact on data subjects, including any potential negative impacts.
	

	45. 
	Please explain the logic behind the decision making in a clear and simple way.
	

	46. 
	When an output is produced is there a human to review this outcome or is the final decision making solely reliant on AI? 
	

	47. 
	How will you be recording the AI informed decision making with regards to the data subject? (Patient care/staffing decision etc.)
	

	48. 
	Have you consulted with individuals that are likely to be affected by the use of AI? 
	

	49. 
	What sources of data were used to originally train the algorithm? How was this chosen? How was this validated and data quality issues worked out?
	

	50. 
	Please provide a data flow diagram. 
	

	51. 
	How does the product avoid discrimination between different groups? How has bias been mitigated?
	

	52. 
	What training will be done with staff members so they can interpret outputs of the AI decision making effectively?
	

	53. 
	What accuracy rates and other performance metrics have you chosen for the model and how was this agreed? 
	

	54. 
	Will the person who is required to use the output be shown the decision metrics and decision pathways before being required to make a decision?
	

	55. 
	What mechanism is there for flagging any consistent issue with outputs generated by this product?
	

	56. 
	If this is a health technology has a DTAC been completed? Does this include Hazard log and clinical safety case (ensure this is submitted to the CSO)
	

	57. 
	Is this classed as a medical device as defined by the MHRA?

	

	58. 
	How will the AI algorithm develop over time? Will personal data be required to train the AI? If yes, what data would be required?
	

	59. 
	Are there plans in place for ongoing review of the product? How often does this happen? How is information from the review fed back and to whom? 
	

	60. 
	What is the escalation route if an output needs to be disputed? Who will lead this?
	

	61. 
	Has the implementation of AI been discussed with the IT department? 
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Section 3: Data Protection Impact Assessment Information Governance Review 


	Information Governance Review (for completion by IG)
	Response (for completion by project lead)

	Issue
	Potential Risk
	Recommendation
	Agreed Action
	Completion (Date and Initials)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



For completion by IG:
	Residual Risk
	Initial Risk Score 
	Main Controls Reducing the Severity and Likelihood
	Severity
	Likelihood

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	




IG review completed by:			Click here to enter text.			Review date:			Click here to enter text.
Date complete and risk assessed:	Click here to enter text.			Consultation with ICO required?	Yes/No (delete as appropriate) 



Section 4: Review and Approval

Assessment completed by

	Name:
	Click here to enter text.
	Title:
	Click here to enter text.
	Date:
	Click here to enter text.



Data Protection Officer Approval

	Name:
	

	Title:
	

	DPO advice:
DPO should advise on compliance, risks identified and whether processing can proceed.
If accepting any residual high risk, consult the ICO before going ahead
	

	Approved
	☐
	Date:
	



The DPO should also review ongoing compliance with DPIA

SIRO/Caldicott Guardian Approval

	
Name:
	

	Title:
	

	DPO advice accepted or overruled:
If overruled, you must explain your reasons
	

	Approved:
	☐
	Date:
	



[bookmark: _Toc508024709]



image1.emf
ICB Data Flow  Template June 2023.xlsx


ICB Data Flow Template June 2023.xlsx
IAR&DFM

		Information Asset Register and Data Flow Mapping								Version 1.2.3 (16/05/2018)

		This form should be used to record all new Information Assets and also capture any related data flows where personally identifiable data is being included.

				Question		Example		Information Asset 1

		Information Asset (IA)

		IA Details		Reference Number		1

				Name of Information Asset		Medicines Review records

				Format of the information		Electronic records

				Number of records (estimate, if exact not known)		15000

				Team/Department/Directorate		Medicines Management

				Nominated Information Asset Owner (see IAO handbook) and job title e.g. who has managerial responsibility for this information asset?		John Smith

				Nominated Information Asset Owner email address		john.smith@nhs.net

				Nominated Information Asset Administrator (see IAO Handbook) and title e.g. who looks after the data on a day to day basis		Ann Other

				Nominated Information Asset Administrator email address		Ann.Other@nhs.net

		Data Controller		Where the ICB is not the Data Controller (who defines why the information is being processed - normally they 'own' the data), please specify who the Data Controller is?		GP Practices

		Data Processor		Which organisation is the Data Processor i.e. is another organisation processing the information on behalf of the Data Controller?		ICB Medicines Management team

				Location e.g. GP, Acute Hospital, Social Services, Governance office, Finance etc. (internal or external); please clarify the type of organisation if it is not obvious		GP and ICB offices

				Brief description of the processing of the information within this information flow e.g. who's doing what with which data and the reason for it		Medicines Management team to conduct a medicines reviews for GP practice

		Type of data		Type of data involved (personally identifiable, deidentified data, anonymous data, corporate sensitive)		Personal data

				Does the information uniquely identify an individual (personal data), please state what is identifiable? (e.g. NHS No, name, address, telephone, email address, IP address, photo)		Patient name, full demographics, medication history and current prescribing. Full GP record.

				What special personal data will be included? (e.g. race, ethnic origin, politics, religion, trade union membership, genetics, biometrics (where used for ID purposes), health, sex life, sexual orientation.)		Race, Ethnic origin, Genetics, Health, Sex life data

				Why is identifiable information required e.g. could deidentified or anonymous information be used instead?		Yes - direct patient care so needs to be full record

		Legal basis		Legal basis for processing personal data		Health and Social Care purpose? Check with IG

		Data Sharing		Will data regularly be shared with other organisations? If so, has an Data Sharing Agreement been prepared?		No

		Third Party Access		Will any third parties have access to the data?		No

		Data Flows (to be completed if any staff or patient personally identifiable data is included)

		DF Details (of personally		Where does the information come from (organisation)		GP practices

		identifiable information)		Where does the information go to (organisation)		Medicines Management Team, ICB 

				State recipients of information inbound and outbound		 Other (ICB), Dr ,Trust ,GP Practice

				Was the information held derived from another system?		Yes - GP practice SystmOne

				Have any changes been made to the information received?		No

		Quantity of Records in Transfer		Is bulk data being transferred? i.e. does a single transfer include more than 21 records?		Yes

		Electronic System Transfers (if applicable)		Is information being transferred directly from one system to another?		No

				Is information being transferred securely? e.g. nhs.net or VPN encryption		N/A

		Email Transfers (if applicable)		Is NHSmail (nhs.net) being used to send and receive the data?		nhs.net

				If the recipient is not an nhs.net address, has the email address been verified and confirmed?		N/A

				Non-secure transfers only: Will the email have [secure] in the subject and any attachments be password protected?		N/A

				Is personally identifiable data in either the subject or body of the email?		No

				How is data encrypted? If so, what software is used?		nhs.net

		Manual Transfers (if applicable)		Is the data being transferred in hardcopy (as paper)?		No

				Is the transfer utilising electronic media such as DVD, USB storage etc.?  Please specify.		Noi

				Is the media/transfer encrypted and if so, how?		No

				Has a secure method of physical transfer been implemented? e.g. lockable case		N/A

				Does the transfer of data take place by hand? If so, specify by whom and the security measures employed		No

		Postal Transfer (if applicable)		Which postal method is used, e.g. First Class, Signed For (Recorded Delivery), Special Delivery (Traceable)		N/A

				Is internal or external mail used?		N/A

		Other methods of transfer (if applicable) 		Please detail transfer method.		Telephone - verbal update to Community Pharmacies where changes to repeat prescriptions are required

		Additional Information Required		Is any information sent out of, or received from outside the EEA?		No

				If the data is being held on a specific system, has a System Level Security Policy been completed by the provider?		N/A

		Records Management

		Records Management (Manual and Electronic) 		Has a formal structured filing system been established to facilitate efficient methods of storing and retrieving records?		Yes

				Has a record naming convention been established to allow file identification within the filing structure? 		Yes

				Has a version control system been implemented to identify the latest version or chronology of changes?		No

				Has an effective tracking/tracing system been implemented to record (and audit) the removal and whereabouts of records taken or copied from the filing system?		N/A

				Have complete system records management procedures, including records retention requirements, been documented and communicated to staff?		Determined by GP practice policy.

				Have all staff who use that system been trained in the records management requirements?		Yes

		Records Retention		Has the period of retention been determined and an appropriate review, authorisation and secure destruction procedure implemented. Including maintenance of a register of records destroyed 		Yes

		Secure Storage		What access and security controls are in place to keep the data secure?		Data kept on GP SystemOne and restricted access secure network fodler on ICB/ or HCP drive

		Secure Destruction		Where will Certificates of Destruction be retained?		IT server storage destruction would be handled corporately - Informatics

		Records Management Audit and Reporting 		Is there a schedule for the team/directorate/department to complete audits of all relevant records, to ensure all records management requirements have been implemented?		As per GP practice audit process.

				Is a register of authorised users maintained?		Yes and restricted folder access regularly reviewed

				Will an access log be maintained?		Yes on SystmOne; no audit of restricted secure folder possible

		Risk Assessment

		Data Flow Risk Assessment and Recording 		Have any risks been identified and are any being tolerated/accepted?		Completed on 01/01/2016 by John Smith. Medicines Management Team expressed concern that sometimes they have to verbally discuss patient medication in open plan areas.

				Have any risks identified been recorded and included in the corporate risk register?		MMT to have updated their  risk register and requested escalation to coroporate risk register

		Business Continuity		Please rank how critical this data is to the operation of your department.
1 = cannot operate without, 5 = can operate for a prolonged time without access		1

				For critical information assets: what plans are in place for the business continuity?		SystmOne is managed by practice; data stored on restricted secure folder is only kept as a record for audit.
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Guidance

		INFORMATION ASSET REGISTER AND DATA FLOW MAPPING COMPLETION GUIDANCE 

		Background



		All organisations own and use information assets that support their local business needs. Some of these assets will be personally identifiable data in some form and/or the equipment within which personal data is held. Organisations must ensure that all of their information assets that hold or are personal data are sufficently protected and secure.  The first step towards acheiving this is identifying all the organisations information assets and associated information flows, this is done through mainteance of an Information Asset and Data Flow Register.
Information Assets and the associated information flows must be managed and recorded to ensure that the information processing undertaken is legal and carried out securely to ensure confidentiality. It is a statutory requirement for each organisation to produce and maintain an accurate record of their information assets and data flows.





		Definitions



		Information Asset Register: 		A register to record all information assets,  including equipment registers, records, systems and documents that are key for the organisation to fufil its responsibilities.

		Data Flow:		How information is collected and received, and shared/disclosed.

		Information Processing:		Recording, collecting , organising, storing, using or disclosing information.

		Personal Confidential Information (PCD):		Information from which a person can be identified, the terms "personally identifiable", "personal identifiable information", "patient identifiable data" have also been used in the past.

		Sensitive and Personal Information:		Identifable information relating to an individual in relation to, religious or political beliefs, physical and mental health conditions, membership of a trade union, information related to alleged offences and ethnicity

		Data controller:		Organisation who defines the purpose for which identifiable data will be processed. It's possible to have data controllers in common (processing for different purposes) or joint data controllers (defining the same purpose).

		Data processor:		An organisation who is processing identifiable data on behalf of data controller(s).

		Data Subject 		The individual whom the data or information relates to 



		Guidance



		Information Asset Details		Reference Number; next sequential number

				Name of Information Asset; unique name or title of Information Asset

				Format of the information

				Number of records (estimate, if exact not known); estimated number of records included within the asset

				Team/Department/Directorate; team/Department that the asset sits within

				Nominated Information Asset Owner (see IAO handbook) and job title e.g. who has managerial responsibility for this information asset?

				Nominated Information Asset Owner email address

				Nominated Information Asset Administrator (see IAO Handbook) and title e.g. who looks after the data on a day to day basis

				Nominated Information Asset Administrator email address

		Data Controller		Where the ICB is not the Data Controller (who defines why the information is being processed - normally they 'own' the data), please specify who the Data Controller is? Organisation who will defining how this information is being used. Blank denotes this sits with the ICB.

		Data Processor		Which organisation is the Data Processor i.e. is another organisation processing the information on behalf of the Data Controller? Is another organisation processing this information in anyway, if not the ICB then they should be specified here.

				Location e.g. GP, Acute Hospital, Social Services, Governance office, Finance etc. (internal or external); please clarify the type of organisation if it is not obvious. Location of asset - can either be physical or logical location.

				Brief description of the processing of the information within this information flow e.g. who's doing what with which data and the reason for it

		Type of data		Type of data involved (personally identifiable, deidentied data, anonymous data, corporate sensitive). Does the asset include personally identifiable, deidentified or anonymous data.

				Does the information uniquely identify an individual? (e.g. NHS No, name, address, telephone No) Individual data fields should be listed.

				Is the information sensitive, if so what will be included? (e.g. info. about health, race, sexual life, religious beliefs, criminal offences or trade union membership) Individual data fields should be listed.

				Is identifiable information required e.g. could deidentified or anonymous information be used instead? Individual data fields should be listed.

		Legal basis		Legal basis for processing PCD. Is there an establish legal basis to be processing identifiable information? If so, this must be specified. If not, advice must be sought.

		Data Sharing		Will data regularly be shared with other organisations? If so, has an Data Sharing Agreement been prepared?

		Third Party Access		Will any third parties have access to the data? Will any other organisation be provided with or given access to, any personally identifiable information?

		Data Flows (to be completed if any staff or patient personally identfiable data is included)

		Data Flow Details (of personally		Where does the information come from (organisation)

		identifiable information)		Where does the information go to (organisation)

				State recipients of information inbound and outbound. Please name individuals within the ICB and organisation where the data might be being sent.

				Was the information held derived from another system? Is the data taken directly from a system? If so, please specify.

				Have any changes been made to the information received?

		Quantity of Records in Transfer		Is bulk data being transferred? i.e.does a single transfer include more than 21 records?

		Electronic System Transfers (if applicable)		Is information being transferred directly from one system to another?

				Is information being transferred securely? e.g. nhs.netor VPN encryption. If not, please specify how the data is being sent and what safeguards are in place.

		Email Tranfers (if applicable)		Is NHSmail (nhs.net) being used to send and receive the data? Is nhs.net (or another secure government email domain) being used exclusively? If not, please specify.

				If the recipient is not an nhs.net address, has the email address been verified and confirmed?

				Non-secure transfers only: Will [secure] be used in the subject line? Is personal data password protected as an attachment? If so, please provide details.

				Is personally identifiable data in either the subject or body of the email? If so, please justify why.

				How is data encrypted? If so, what software is used? Assurances are required that this is to NHS standards. NHS Digital can provide further detail.

		Manual Transfers (if applicable)		Is the data being transferred in hardcopy (as paper)?

				Is the transfer utilising electronic media such as DVD, USB storage etc?  Please specify which type of media is being used.

				Is the media/transfer encrypted and if so, how?

				Has a secure method of physical transfer been implemented? e.g. lockable case. How are hardcopies and/or electronic media being transported?

				Does the transfer of data take place by hand? If so, specify by whom and the security measures employed. What process and assurances are in place that the information will be handled securely?

		Postal Transfer (if applicable)		Which postal method is used, e.g. First Class, Signed For (Recorded Delivery), Special Delivery (Traceable)

				Is internal or external mail used?

		Other methods of transfer (if applicable) 		Please detail transfer method. If the data will be sent via some other route, please detail.

		Additional Information Required		Is any information sent out of, or received from outside the EEA?

				If the data is being held on a specific system, has a System Level Security Policy been completed by the provider? Applicable if a system is being used to process identifiable data.

		Records Management

		Records Management (Manual and Electronic) 		Has a formal structured filing system been established to facilitate efficient methods of storing and retrieving records? Applicable if a record system has been established.

				Has a record naming convention been established to allow file identification within the filing structure?  Applicable if a record system has been established.

				Has a version control system been implemented to identify the latest version or chronology of changes? Applicable if a record system has been established.

				Has an effective tracking/tracing system been implemented to record (and audit) the removal and whereabouts of records taken or copied from the filing system? Applicable where any records are being processed and must be specified.

				Have complete system records management procedures, including records retention requirements, been documented and communicated to staff?

				Have all staff who use that system been trained in the records management requirements?

		Records Retention		Has the period of retention been determined and an appropriate review, authorisation and secure destruction procedure implemented. Including maintenance of a register of records destroyed 

		Secure Storage		What access and security controls are in place to keep the data secure?

		Secure Destruction		Where will Certificates of Destruction be retained where records have reached the end of the retention period? Certificates of Destruction are required where any records (containing any personally identifiable information) are being destroyed.

		Records Management Audit and Reporting 		Is there a schedule for the team/directorate/department to complete audits of all relevant records, to ensure all records management requirements have been implemented? Where a record system is established. The audit should review compliance with the elements of records management.

				Is a register of authorised users maintained?

				Will an access log be maintained? If so, how will the log be utilised/reviewed?

		Risk Assessment

		Data Flow Risk Assessment and Recording 		Have any risks been identified and are any being tolerated/accepted? This will also be reviewed by the IG lead.

				Have any risks identified been recorded and included in the corporate risk register? This must be documented if any risks are accepted/tolerated.

		Business Continuity		Please rank how critical this data is to the operation of your department.
1 = cannot operate without, 5 = can operate for a prolonged time without access
Must be completed, with 1 representing critical to the organisation.

				For critical information assets: what plans are in place for the business continunity?






