HELSINKI CULTURAL CENTRE

 
DESCRIPTION OF FILE

REGISTER OF MEMBERS FOR THE INFO BANK ONLINE SERVICE USER PANEL

3 June 2009
TABLE OF CONTENTS
1. NAME OF REGISTER 

2. REGISTER HOLDER 

3. PERSON IN CHARGE OF THE REGISTER 

4. DATA CONTROLLER 

5. PURPOSE OF USE OF THE REGISTER 

6. GROUNDS FOR MAINTAINING THE REGISTER 

7. DATA CONTENT OF THE REGISTER 

8. REGULAR SOURCES OF DATA FOR THE REGISTER 

9. RELEASE OF PERSONAL DATA FROM THE REGISTER 

10. REGISTER FOR INTERNAL USE ONLY 

11. COMBINING OF THE REGISTER WITH OTHER PERSONAL REGISTERS 

12. REGISTER PROTECTION 

13. STORAGE, ARCHIVING AND DISPOSAL OF THE REGISTER OF MEMBERS AND REGISTER DATA 

14. INFORMING OF PERSONS REGISTERED 

15. RIGHT TO INSPECTION 

16. DATA CORRECTION 

17. RIGHT OF PROHIBITION 

18. REGISTER ADMINISTRATION 

19. INTERNAL GUIDELINES AND TRAINING FOR REGISTER OPERATIONS

1

NAME OF REGISTER
Register of members for the Info Bank online service user panel 

2

REGISTER HOLDER

Helsinki Cultural Centre 

Mikonkatu 17 C, 00099 Helsingin kaupunki
3

PERSON IN CHARGE OF THE REGISTER
The person in charge of the register is Ahmed Akar, the editorial Project Manager at Info Bank
His tasks involve ensuring appropriate use of the register system, to include:
· checking user rights as necessary, at least once a year 

· safeguarding the data system’s data protection
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DATA CONTROLLER

The data controller is special planner Elina Huhta.

The task of the data controller is to give more detailed information about the register and the right of those registered to examine and correct data that concern themselves.
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PURPOSE OF USE OF THE REGISTER 

The purpose of use of the register is to support user-based development of the Info Bank online service intended for immigrants by registering background data of user panel members of immigrant background who are participating in development work. The data covers personal history, experience and expertise.
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GROUNDS FOR MAINTAINING THE REGISTER

The register is an essential tool for Info Bank editors in coordinating the work of user panel members. Registration of data relating to background and expertise is essential if people of different backgrounds and with different know-how are to be best matched to tasks in the different sub-areas of development of the online service.
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DATA CONTENT OF THE REGISTER
The register shall contain the following information:
· first name
· family name
· telephone number
· e-mail
· mother tongue/home language
· gender
· age
· nationality
· previous and present place of residence
· educational background
· skills and areas of interest

· Info Bank subject areas in whose development the person is interested
· reason for coming to Finland, year of arrival
· full-time occupation in Finland

· use of Info Bank services
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REGULAR SOURCES OF DATA FOR THE REGISTER
All information in the register shall be obtained directly from user panel members.
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RELEASE OF PERSONAL DATA FROM THE REGISTER

For the purpose of annual reports, etc., only statistical information that excludes personal data shall be released from the system.
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REGISTER FOR INTERNAL USE ONLY

The register shall be used solely by the Info Bank editorial staff for the purpose of coordinating the activities of the user panel. 
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COMBINING OF THE REGISTER
The register of members for the Info Bank online service user panel is a register designed solely for the use of the editorial staff. Updating is on the basis of data supplied by customers.
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REGISTER PROTECTION

Information contained in the register is for the exclusive use of the Helsinki Cultural Centre’s Info Bank editorial staff. No personal IDs shall be recorded in the register. The register shall be situated in the Cultural Centre’s local area network on a host computer, permitting access only to members of the Info Bank editorial staff. Entry of a personal user ID and password shall be required at the workstation in order to access the file containing the register. 
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STORAGE, ARCHIVING AND DISPOSAL OF THE REGISTER OF MEMBERS AND REGISTER DATA

Customer register data in the active database shall be retained for a maximum of five years, after which time it shall be deleted.
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INFORMING OF PERSONS REGISTERED

User panel members shall sign an agreement upon joining. By signing the agreement, user panel members shall be informed, and give their consent, that personal data relating to them shall be entered into the member register. It shall also be recorded in the agreement that the file description relating to the system shall be available to departmental persons in charge and on the city’s website at www.hel2.fi/rekisteriseloste.
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RIGHT OF INSPECTION

Persons in the register may present a request to the data controller, either in person or in written form, for inspecting their register data. Use of the right of inspection shall be decided by the person in charge of the register. The right of inspection shall be exercised within one week of presentation of the request. A verbal request for inspection submitted in person may be authorised immediately providing the person can be identified. The register shall not contain any such data which may prevent the right of inspection from being exercised.
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DATA CORRECTION

The persons concerned may present corrections to their data at any time, either verbally or in writing, to the data controller or to the person in charge of the register. Corrections to the data shall be decided upon by the person in charge of the register.
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RIGHT OF PROHIBITION
Data shall not be released from the register for the purpose of direct marketing, marketing and opinion surveys, compiling of registers or geneology.
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REGISTER ADMINISTRATION

The person in charge of the register shall be responsible for 

· the drafting of the file description
· the definition of the data content of the register and the purpose of use, as well as the principles and methods whereby user rights are granted, the persons registered are informed and rights of inspection are exercised, data are corrected and data are released
· the technical maintenance of the system
· register protection, archiving and disposal

· the appointment of the data controller and setting of his or her tasks
· system serviceability, efficient use, and reporting corresponding to the data requirements of management and users
· the correct prioritisation of development needs
· coordinated and cost-efficient development of the system
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INTERNAL GUIDELINES AND TRAINING FOR REGISTER OPERATIONS

Separate internal guidelines for register operations shall be drawn up, while staff training shall also be planned separately.

