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Appendix E 
Small Scale Privacy Impact Assessment Template
Maternity Policy
This checklist aims to help departments proposing change to establish whether the personal information aspects comply with the Principles in Schedule 1 of the Data Protection Act (DPA) prior to full deployment or amendment to a project, procedure, policy or process involving the processing of personal data.

All employees are encouraged to seek guidance from the Information Governance Department on extension 2119 and 2816.

	METHODOLOGY OF ASSESSMENT



	Preparation:


	Provide a summary of how you are going to assess this privacy impact.


	Consider whether the reviewed policy will directly or indirectly affect the privacy of any individuals

Review of current process and what happens at the moment
Review of what documentation linked to the policy is completed and kept by the Trust
DPA impact

Impact on any other Information Governance Policies


	PRIVACY IMPACT ASSESSMENT



	Consultation with Stakeholder:


	This should document the Privacy Impact in detail and reference concerns raised by the stakeholders in the Project Summary.

	1. The employee is required to send her Mat B1 form and the completed application for maternity leave/pay form so that this can be processed on the system.
2. The Mat B1 form is first sent to payroll and a copy then sent to the HR department for the personal file.

3. A change of job details form is also completed by the employee’s line manager and then sent to payroll and HR for action.


	Risk Analysis of Identified Privacy Impact:


	Provide a Risk Assessment of the Identified Privacy Impact.


	1. If the employee sends the form by internal or external mail there is a slim chance that these documents may be lost in the post. Envelopes containing these forms will be marked ‘private and confidential’.  In the event of these papers being lost, the employee would need to request another Mat B1 form and complete a second application form. 
2. As the forms are sent to more than one department this will mean increased access to the personal information. 

3. The change of details form is also be sent to more than one department again increasing access. 



	Proposed Solution:


	Description of the measures proposed to counter (or justify) the Privacy

Impact.


	1. Employees are encouraged to hand deliver their forms to payroll so the risk of loss is low. If sent by mail, normal procedures for handling confidential mail apply.  
2. The departments who handle the data are trained in issues around confidentiality and procedures are in place regarding documentation and filing. 

3. As above


	REVIEW AND AUDIT PHASE



	Implementation:


	Provide details that demonstrate that the Proposed Solution was actually implemented, or refer to evidence that approved the privacy impact risk.


	The Policy will be reviewed in line with the review date. Ad-hoc reviews will also be carried out as and when necessary.
A new Privacy Impact Assessment will also be completed at this time.
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