
Personal Data Handling Policy Framework
Effective Date: [Insert Date]

1. Introduction

This Personal Data Handling Policy Framework provides the foundational principles and guidelines for the
collection, use, storage, and protection of personal data within [Organization Name]. The framework aims to
ensure compliance with applicable data protection laws and upholds the privacy rights of individuals.

2. Scope

This policy applies to all employees, contractors, and third parties who process personal data on behalf of
[Organization Name], across all operations and locations.

3. Roles & Responsibilities

Role Responsibility

Data Controller Determines means and purposes of processing personal data.

Data Processor Processes personal data on behalf of the Data Controller.

Employees Handle personal data in accordance with this policy.

4. Principles of Personal Data Handling

1. Lawfulness, Fairness, and Transparency
2. Purpose Limitation
3. Data Minimization
4. Accuracy
5. Storage Limitation
6. Integrity and Confidentiality
7. Accountability

5. Data Collection

Personal data is collected only for specified, explicit, and legitimate purposes. Individuals are informed of the
purpose and legal basis for the data processing.

6. Data Usage

Personal data is only used for the purposes for which it was collected unless further consent is obtained or
otherwise permitted by law.

7. Data Storage & Protection



Suitable measures are implemented to ensure data security, including restricted access, encryption, and
regular reviews of data storage practices.

8. Data Retention & Disposal

Personal data is retained only as long as necessary. Secure disposal methods are applied when data is no
longer required.

9. Data Subject Rights

Right to access
Right to rectification
Right to erasure (â€ r̃ight to be forgottenâ€™)
Right to restrict processing
Right to data portability
Right to object

10. Incident Response

Data breaches are reported promptly in accordance with legal obligations and internal incident response
procedures.

11. Training & Awareness

Employees receive regular training to ensure awareness and compliance with this policy.

12. Policy Review

This policy is reviewed and updated annually or when regulatory changes occur.

Contact: [Insert Data Protection Officer Contact Information]
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