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1.
Life Opportunities Ltd is registered with the Information Commission, for Data Protection purposes, and follows their guidelines.

2.
Life Opportunities Ltd is registered with the Disclosure and Barring Service and has to adhere to their strict Privacy policy and Code of Practice.

3.
All Life Opportunities Countersignatories have been thoroughly checked by the DBS to make sure they do not have a background that would make them unsuitable to receive an applicant’s data.

4.
All personal data submitted by an applicant to Life Opportunities Ltd. is kept securely whilst an application is being processed, and the only personal details retained in secure computer files are name, postcode, date of birth and form no., and level of disclosure requested.  This enables Life Opportunities to follow up any requested queries either from the applicant, their employer or the Disclosure and Barring Service.

5.
The applicant’s data is only seen by those who are authorised to do so in order for the application to be checked and processed.

6.
All personal data received by Life Opportunities Ltd. is protected from either unauthorised or accidental disclosure, and treated in a strictly confidential manner.

7.
All personal data is kept until an application has been processed by the Disclosure and Barring Service.  The only information extracted from the Disclosure, for data reasons, is the unique Disclosure no. and the date when this was received.

8.
On receipt of a DBS disclosure, this is forwarded to an applicant’s employer.  Life Opportunities Ltd. does not retain any disclosure or information apart from that detailed in paragraphs 4 & 7.  This will be retained in case of queries regarding the disclosure either from the applicant, their employer or the Disclosure and Barring Service.

9.
Once a disclosure is posted out, then any additional information supplied by the applicant is destroyed by shredding, and disposed of carefully. 

10.
All Disclosures are despatched with a covering letter to the employer entitled “strictly private and confidential” to ensure that only the person to whom the envelope is addressed, has access to the Disclosure.

11.
All organisations registering with Life Opportunities Ltd. are issued with guidelines regarding the secure storage, handling, use, retention and disposal of disclosures and disclosure information.
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