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DATA PROTECTION 

 
Orbis Ireland needs to collect and use data/information for a variety of purposes about its staff, 
customers and other individuals who come in contact with the company. The purposes of processing 
data include the medical assessment of clients/patients, the sourcing, screening and placement of 
locum doctors, the recruitment and payment of staff, compliance with statutory obligations, etc.  
 
Data Protection is the safeguarding of the privacy rights of individuals in relation to the processing of 
personal data. The Data Protection Act 1988 and the Data Protection (Amendment) Act 2003 confer 
rights on individuals as well as responsibilities on those persons processing personal data.  

Purpose of this policy 
This policy is a statement of ORBIS Ireland’s commitment to protect the rights and privacy of 
individuals in accordance with the Data Protection Act 1988 and the Data Protection (Amendment) 
Act 2003.  

Principles of the Acts 
Orbis Ireland and its employees will administer its responsibilities under the legislation in accordance 
with the eight stated data protection principles outlined in the Act as follows:  

1. Obtain and process information fairly 
Orbis Ireland will obtain and process personal data fairly and in accordance with the 
fulfilment of its functions. 

2. Keep it only for one or more specified, explicit and lawful purposes 
Orbis Ireland will keep data for purposes that are specific, lawful and clearly stated and the 
data will only be processed in a manner compatible with these purposes.  

3. Use and disclose it only in ways compatible with these purposes 
Orbis Ireland will only disclose personal data that is necessary for the purpose/s or 
compatible with the purpose/s for which it collects and keeps the data.  

4. Keep it safe and secure 
Orbis Ireland will take appropriate security measures against unauthorised access to, or 
alteration, disclosure or destruction of, the data and against their accidental loss or 
destruction. ORBIS Ireland is aware that high standards of security are essential for all 
personal information.  

5. Keep it accurate, complete and up-to-date 
Orbis Ireland will have procedures that are adequate to ensure high levels of data accuracy. 
ORBIS Ireland will examine the general requirement to keep personal data up-to-date. ORBIS 
Ireland will put in place appropriate procedures to assist staff in keeping data up-to-date. 

6. Ensure that it is adequate, relevant and not excessive 
Personal data held by Orbis Ireland will be adequate, relevant and not excessive in relation 
to the purpose/s for which it is kept. 
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7. Retains it for no longer than is necessary for the purpose or purposes 
ORBIS Ireland will have a policy on retention periods for personal data.  

8. Give a copy of his/her personal data to that individual, on request 
ORBIS Ireland will have procedures in place to ensure that data subjects can exercise their 
rights under the Data Protection legislation.  

Responsibility 
Orbis Ireland has overall responsibility for ensuring compliance with the Data Protection legislation. 
However, all employees of ORBIS Ireland who collect and/or control the contents and use of 
personal data are also responsible for compliance with the Data Protection legislation. The company 
will provide support, assistance, advice and training to all staff to ensure it is in a position to comply 
with the legislation.  

Specific Data Protection Measures 

 The company has in place access controls including hardware and software firewalls and 
virus protection.  

 The company has a daily back-up procedure in operation, including off-site storage for easy 
retrieval if necessary. 

 Any documents “on a need to know basis” should be password protected. 

 All PCs are password locked for individual users. 

 Paper files of a sensitive or confidential nature must be secured away, in a locked cupboard, 
file cabinet or office.  

 All confidential waste printouts and documents must be shredded and facilities have been 
provided for this purpose. 

 Information of a personal nature held on the company database or otherwise should only be 
used for the purpose for which it was supplied. Any other information requests must be 
authorised by the individual in question.  

 Information, such as name, address, email or telephone number may be disclosed to third 
parties such as the Gardai and other enforcement agencies. Any other information requests 
should be pre-authorised by management. 

Review 
This Policy will be reviewed regularly in light of any legislative or other relevant indicators. Data 
protection measures will be examined periodically but employees are requested to bring any specific 
issues to the attention of your Manager. 

 


