
How we look after your 
information  
An Easy Read version of our Data 
Protection Policy 
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Introduction 
The Equality and Human Rights 
Commission works to make sure 
everyone is treated fairly and gets 
their rights.  

Equality means treating everyone in 
the same fair way. 

Human rights are the things that 
every person should have or be able 
to do, by law. 

Sometimes we have to collect 
information about people to help us 
do our work properly. 

There are rules about how we look 
after people’s information. 

The rules explain how we can use 
information and what we do to keep it 
safe. 

This is an Easy Read version of our 
rules called a ‘Data Protection Policy’. 
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When and why we use your 
information 

In our work, we might use your 
information so that we can: 

• deal with complaints 

• sort out problems with rules 

• give advice and information 

• look after accounts and records 

• support and manage staff 

• send messages about our services 

• do research 

• carry out everyday tasks 

• use video cameras to keep staff 
and visitors safe and prevent 
crime. 
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We might use information you have 
given us by filling in a form or 
contacting us. 

Or we might use information we have 
received from somewhere else. 

We might also use information about 
things like your race, religion or 
whether you have been in trouble with 
the police. 
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How we keep your 
information safe 

We follow the laws about keeping 
information safe and private. We do 
this by: 

• only letting people see information 
that need to 

• having rules about security 

• giving our staff training about 
keeping information safe 

• making agreements with 
organisations we work with about 
protecting information 
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• putting a made-up name on 
information or disguising it 

• regularly testing and changing 
how we do things 

• checking information and making 
sure it is correct 

• sorting things out quickly when 
something goes wrong. 
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Who checks that we are 
looking after information 
properly 

The Information Commissioner’s 
Office (ICO) is a government 
organisation that checks we are 
following the law about keeping 
information safe. 

Sometimes they will ask to see 
records of how we are looking after 
information and following the law. 

If ever something goes wrong with 
the way we are looking after 
information, we have to let the ICO 
know and explain why it has 
happened. 
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Your rights 
You have the right to know what we 
are doing with your information. 

You can find out what information we 
are keeping about you and ask for a 
copy of it. 

If the information we have about you 
is wrong, you can ask us to change it. 

We will stop using or delete your 
information if you ask us to, as long as 
this follows the law. 

If you ask us to stop using your 
information we will tell the 
organisations we work with about this 
too. 

If you have given us information, you 
have the right to get it back from us 
and use it for different services. 

If we use your information to make a 
decision that affects you, you can ask 
for it to be changed. 
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How to ask about your 
information 

You can ask about your personal 
information by : 

• Email: 
dp@equalityhumanrights.com 

• Post: 
Data Protection Officer 
Equality and Human Rights 
Commission  
3rd floor Arndale House 
The Arndale Centre 
Manchester 
M4 3AQ 

• Phone: 0161 829 8327  

You can also use the sign video 
service: www.tinyurl.com/4kd8w8hf 
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When you ask about your information 
we will send you a letter to let you 
know we have received the question. 

We will need to make sure it is you 
before answering a question about 
your information. 

We will give you a full answer within 1 
month, or 2 months if it is a difficult 
question. 

We don’t need to answer if you have 
asked us the same question already, 
unless it was a long time ago. 

If you are not happy with our 
answer 

If you are not happy with the way we 
answer your question, you should 
write to us to complain. 

If you can’t write to us, you should 
phone us or use the sign video service. 
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We will let you know we received your 
complaint within 5 days. 

We will answer the complaint within 
20 working days. Working days are 
Monday to Friday. 

If you are still not happy you can 
complain to the Information 
Commissioner’s Office: 
Information Commissioner's Office  
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

The Information Commissioner’s 
Office will not deal with a complaint 
unless you have complained to us 
first. 
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Using your information 
outside the UK 

Sometimes we might send your 
information to countries outside the 
UK. This usually only happens if: 

• it is a country that the UK thinks 
has good protection for 
information  

• there is an agreement which keeps 
the information safe. 

We might still send your information, 
but only if: 

• we have been told we are allowed 
to, or 
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• we need to because it helps the 
public, or 

• it is needed in court, or 

• it is needed to protect your rights 
and you can’t tell us we are 
allowed to, or 

• it is public information that is 
available to everyone. 
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Sharing your information 
Sometimes we may need to share 
your information, for example if the 
law says so. 

We may share information with: 

• your family or people involved with 
you 

• professional people 

• service providers 

• the police 

• organisations that write exams 

• the government 
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• organisations that deal with 
money, like banks and insurance 
companies 

• people asking a question or 
making a complaint 

• organisations who are being 
complained about or checked 

• courts and other legal 
organisations 

• organisations that deal with 
complaints, like an ombudsman. 

There are some laws that stop certain 
information being shared, like the 
Gender Recognition Act 2004 and the 
Equality Act 2006. 
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