Appendix 2

Secure storage for safeguarding materials

by both Chapter and Local Areas.

As part of the development of our safeguarding profile as a Province, it is important that all
information related to safeguarding and individuals, needs to be kept in a secure file which is only
accessible to certain key Officers.

For Chapter this information should only be accessible by the Minister Provincial (MP), the
Provincial Formation Guardian(PFG), the Provincial Novice Guardian(PNG), the Designated Safeguarding
Person(DSP); the Provincial Secretary and the Chapter Safeguarding Lead (CSL)

For Areas, it is important that this information is only available to the Area Minister, the Area
Formation Guardian, the Area Novice Guardian, and the Area Safeguarding Advocate.

No safeguarding material should ever be stored on individual’s computers. Once it is
placed in secure storage it must be erased from any individual’s computer.

So that we have appropriate secure storage it is essential that each Area opens a
DropBox account which is in the name of an area e-mail address, not a personal one. This
enables the information to be passed on to appropriate officers as those officers change
overtime. On the occasion of a change of officer the accessing password will also need to be
changed for all people that need access.

To comply with our privacy policy and GDPR requirements it is important that all members whose
information is securely stored are aware that is the case, where it is stored as well as when and how it will
be erased. To this end there is Secure Retention Schedule, (Appendix |) which states for what period of
time any information needs to be securely stored and for what reason. This appendix has been raised from
information on the Church of England safeguarding website.

The free storage with Dropbox Is limited to 2GB, this should be sufficient for the majority of Areas
to use for the types of materials that they are going to have to store. Overtime these drop boxes may well
need to be upgraded on an annual payment basis this needs to be monitored.

Material which has to be stored is:

e All material relating to safer recruitment of officers both in Chapter and in Areas.

e All material relating to DBS or equivalent certification.

e All material relating to people's training for safeguarding.

e All material relating to safeguarding cases current and historic where appropriate see Appendix |.

Some of this material will be historic material | may well need to be kept for a substantial. In that case
this material will be transferred from Areas to the Chapter for long term secure storage.
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