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300 Management and Administration Core
5. Policies and procedures 
Worksheet 4: Impacts of policies and procedures (tutor)
Task brief:

You work as a business administrator for a training organisation. The organisation is looking to introduce a new data protection/UK GDPR policy for all staff. as there has been an increase in the amount of personal data held by the organisation. 

You have been asked to research other organisations who have similar policies and highlight the key areas that are included in such a policy.

Your manager has also asked you to consider any impacts this policy may have to staff. 

You should document your findings aimed towards your manager in the form of a report. The report should not be greater than one page. 

Tutor guidance:

Learners should submit a report in the form of a one-page document. The report should include suggestions of areas/topics to include in the new data protection/UK GDPR policy. 
This could include:
· How the organisation will protect personal data. 
· What type of personal data the organisation will hold.
· Why they will be holding this data. 
· Details of the data protection officer. 
· How the policy aligns with other related policies such as information retention policy, acceptable use of IT, etc. 

The report must also contain information on considering the impact the policy may have on staff; the impact could include:
· Buy-in from staff/resistance to change. 
· Awareness and training provided to staff.
· Staff being accountable for actions. 
· The consequences for not following the policy.
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