You are working in the IT department of a company. You have been asked to assist with producing guidance information for the staff in the department relating to the requirements of Data Protection Laws.

Before you begin the tasks you must make sure you have a copy of the folder called DPA_info. Use this folder as your working folder.

TASK 1: ARTICLE CREATION
1. Log in to the operating system using the correct username and password.

2. A colleague has drafted an article that needs to be professionally typed.  Choose a software package suitable for producing professional text documents, with features automated spell check and word count features.
3. Create a new blank document and enter the following text.

Data Protection Act 1998 (The Act)
This Act has now been in force since March 2000 and affects virtually every organization and every individual in the UK, yet some organizations have still not addressed its requirements.

The Law

The Data Protection Act 1998 ('the Act') regulates how and when information relating to individuals may be obtained, used and disclosed.

The Act also allows individuals access to personal data relating to them, to challenge misuse of it and to seek redress. Enforcement of the Act is through the Information Commissioner ('the Commissioner' or ICO).

The Act places a duty on any person or organization that holds personal information about living individuals (i.e. personal data) in computerised or manual data systems to comply with the eight data protection principles and to notify the Commissioner about the processing carried out.

Failure to notify is a criminal offence. However there are a number of exemptions from the notification requirement of the Act for individuals and organizations that make only limited use of personal data.  Organisations and individuals can use an online self-assessment tool to check whether they need to register with (“notify”) the Commissioner.  

Remedies for misuse of personal data include compensation if the individual has suffered damage, rectification or destruction of inaccurate data and the right to request a review by the Commissioner of whether the Act has been contravened.

4. Add your full name, today’s date and centre number in a new paragraph at the end of the text.

5. Make corrections to any typing mistakes you have made and use an automated facility to check for spelling errors.

6. Using an automatic facility, perform a word count.

7. Enter the numerical result of the word count on a line above your name and centre number.

8. Save your work to your working folder using the filename DataProtectionLaw_Draft1

9. Produce a printed copy.

10. Close all documents, software and windows and log out of the operating system. 

TASK 2: TEXT EDITING
A colleague has used to internet to research some further information about data protection laws.  You have been asked to help edit the information in to an understandable document.
1. Log in to the operating system using the correct username and password.

2. Open the document EightPrinciples_Draft1
3. In the footer area add your name, centre number, an automatic date and automatic filename.
4. In the header add an automatic page number.  Right align Set the 
5. Delete all the text before The eight Data Protection Principles ('Principles')

6. Remove the paragraph that begins: Within any organization
7. In the first line of the document capitalise the word eight.

8. The 5th data protection principle has been accidentally missed out of the list; add the following sentence on its own separate line after accurate and where necessary kept up-to-date 
not kept for longer than necessary

9. Insert a clear line space after the sentence about the 8th data protection principle:  not transferred out of the European Economic Area unless the destination has an adequate level of data protection.

10. Remove any semi-colons (;) or periods (.) from the end of the items in the list of data protection principles.
11. Enter the following as a new paragraph and list after the 8th principle:
There is stronger legal protection for more sensitive information, such as:
criminal records
ethnic background
health
political opinions
religious beliefs

12. In the 8th principle replace the words European Economic Area with United Kingdom
13. In the paragraph about data protection agencies posing  as official government bodies change the word who to that
14.  Change the case of the heading Criminal offences to be UPPERCASE
15. Remove the line space after: The Act creates a number of criminal offences. They include:
16. Remove the semicolons and periods from the list of criminal offences.

17. Change the case of the following headings to be UPPERCASE:

Notification offences
Procuring and selling offences
Enforced subject access
Other offences
Trading online
Conclusion

18. Change the spelling of authorization to authorisation.
19. Using an automated feature; replace every occurrence of organization with organisation
20. Save your work so far using the filename EightPrinciples_Draft1
21. In the section relating to PROCURING AND SELLING OFFENCES, remove the paragraph break and clear line space before: It is also an offence to access personal data

22. In the same section replace the 2nd and 3rd paragraphs with the following paragraph:

In 2014 the directors of debt recovery company ICU Investigations Ltd in Feltham, Middlesex were fined £20000 for breaking section 55 of the act by tricking other organisations in to disclosing personal details.  A further £69000 is to be recovered from the directors under the proceeds of crime act.  The directors will be imprisoned for 20 months is they fail to pay.

23. In the section relating to OTHER OFFENCES remove the 2nd, 3rd and 4th paragraphs and replace them with the following 2 paragraphs: 
Where a corporate body such as a local authority fails to renew its registration under the Act it could reasonably be inferred that the body is aware of its omission and therefore continued use of personal data would be in contravention of the Act.

In 2014/15 monetary penalties enforced on organisations ranged from £1000 to £180,000 including fines given to the government’s own departments – The Serious Fraud Office and the Ministry of Justice were both fined £180,000 for mishandling personal information.  

24. It has been decided that it would be better to provide a more detailed extra document specifically about trading online in.   Remove the entire section (including the section heading) related to TRADING ONLINE.
25. In the conclusion section delete the whole paragraph that begins: Establish whether you should 'notify' the Commissioner

26. At the end of the document delete all the words after the data subject is required to such collection and processing.
27. Make corrections to any typing mistakes you have made and use an automated facility to check for spelling errors.
28. Save the edited document in your working folder with the filename 
EightPrinciples_Draft2
29. Produce a printed copy.

30. Close all documents, software and windows and log out of the operating system. 
TASK 3: FORMATTING

1. Log in to the operating system using the correct username and password.

2. Open the documents EightPrinciples_Draft2.  Set all 4 of the page margins to 1.5 cm.

3. Set the whole document in Gill Sans MT size 12 with a first line indent of 0.63cm.  Also, apply the following formatting changes to the text:

	Text/words  to format
	Formatting to be applied

	
	Font/typeface
	Text size
	Emphasis
	Alignment
	Indents (cm)
	List format

	
	
	
	
	
	left
	right
	1st line
	

	Main Heading 
	Gill Sans MT
	20
	Bold, underline
	Centred
	0
	0
	0
	

	First paragraph
	Bodoni MT
	14
	
	Justified 
	2
	2
	0
	

	Subheadings (in CAPITAL LETTERS)
	Bodoni MT
	14
	Bold
	
	0
	0
	0
	

	The eight principles…

There is a stronger legal protection…

The Act creates a number of criminal…
	Gill  Sans MT
	12
	Bold
	
	0.63
	0
	0
	

	The list of 8 principles 
	Gill  Sans MT
	12
	
	
	0.63
	0
	0
	Numbered list

	The list of things that have stronger legal protection 

The list of criminal offences

The list of actions in the conclusion
	Gill  Sans MT
	12
	
	
	0.63
	0
	0
	Bulleted list


4. Save the edited document in your working folder with the filename EightPrinciples_Draft3.  Produce a printed copy.
5. Close all documents, software and windows and log out of the operating system.

TASK 4: INSERT A TABLE

1. Log in to the operating system using the correct username and password.

2. Open the documents EightPrinciples_Draft3
3. Insert the following Heading and table before the CONCLUSION section:

ENFORCEMENT ACTIONS TAKEN BY ICO IN PAST 4 YEARS

	Enforcement Action
	2014/15
	2013/14
	2012/13
	2011/12

	Monetary Penalties
	11
	6
	25
	10

	Prosecutions 
	16
	4
	6
	4

	Undertakings
	47
	19
	31
	76

	Enforcement Notices
	12
	2
	3
	2


4. Right align all numbers and dates.  Add a grey fill or shading to the 1st row. Add a thick outside border.  Remove all internal grid lines from the table.

5. Save the edited document in your working folder with the filename 
EightPrinciples_Draft4.  Produce a printed copy.
6. Close all documents, software and windows and log out of the operating system. 
TASK 5: ORGANISE FILES AND CREATE SCREEN PRINTS 
1. Rename the folder DPA_Info and suffix your name to the folder name.  e.g. DPA_Info-JohnSmith
2. In the working folder create a folder called COMPLETED

3. Copy the file EightPrinciples_Draft1 from the research folder in to the drafts folder.  

4. Move EightPrinciples_Draft4, EightPrinciples_Draft3, EightPrinciples_Draft2 in to the drafts folder.

5. Copy the file EightPrinciples_Draft4 in to the COMPLETED folder:
6. Delete the research folder.
7. Create, save  (in your working folder) & produce printed copies of screen prints showing contents of 2 folders:  

· DPA_info-YourName
· COMPLETED
· drafts
8. Close all windows and log out of the operating system. 
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