DATA PROTECTION ACT – MANDATORY TRAINING
References:

A.
DIB 2009/13 Dated 31 Mar 09.

B.
UKSJU REG/1122.2 Data Protection Act – Brief Dated 25 May 09.
Introduction

1.
The purpose of this loose minute is to inform the target audience as to how they will be able to complete the mandated training as directed by Ref A.  Guidance was issued at Ref B as part of the education process, being complimented further by the delivery of two presentations on the subject.  This document will give detailed step by step instructions on how individuals can complete the e-learning test.
Mandated Test

2.
Ref A indicates that the preferred training option that meets the minimum mandatory training is the new E-Learning Module (Protecting Information Level 1.  This is a course that allows the individual to read through five modules and then attempt an assessment section of 20 multiple choice questions.  The pass mark is 80%.  All personnel who have access to protected personal data must complete this package.  Annex A details how personnel can gain access to the e-learning package.

3.
Those personnel who do not regularly handle protected personal data or who do not have access to e-learning must receive verbal or powerpoint based training.  The completion of this training will be recorded on attendance sheets held buy the unit Data Protection Officer (DPO).

4.
All personnel are to have received the mandated training by 31 Oct 09.  Further presentation based training will be programmed for late Sep early Oct 09 for those who are unable to access the Defence Learning Portal.

Summary

5.
This loose minute forms part of the detailed instructions on how to complete the mandated training, it is therefore relevant to all UK personnel, both service and civilian as well as those locally employed contractors who routinely process personal data.  Information regarding data protection can be found within Ref B (copies are available from the DPO or the UKJSU Registry).  Further information and guidance can be obtained by contacting your DPO, including access to all reference material if required.

N K WEST

LT RN

UPO

UKJSU

ANNEX A

TO UKJSU REG 1122.2

DATED 8 JUL 09

STEP BY STEP GUIDE TO COMPLETING E-LEARNING PACKAGE
1.
Click on the link to Defence Learning Portal: http://www.dlp.r.mil.uk/ or type the details into your explorer address line and log in.

2.
Account Request Page: http://www.dlp.dii.r.mil.uk/request/request.asp
If you do not already have an account then you will have to complete the application on the MoD Intranet, using the link above. (Even though the DLP is accessible through the internet: www.dlp.mod.uk ).  Note that it is taking up to 14 days to create a new account.  If you joined the RN or RAF prior to 2007 then you should already have an account.
3.
Password Reset: If you already have an account and have forgotten your password then you will have to contact the Single Point Of Contact on: 0044 870600 8 9 10.  Your user ID is your Service Number.
4.
Once logged in you should be on the Home page, click on the Learning tab at the top of the screen.

5.
Click on Search on the left hand side of the screen.

6.
In the search criteria type in INFO to the Code Starts With box and press enter.

7.
Click on Protecting Information Level 1 V1.1.
8.
Scroll to the bottom of the page and click on Enrol.

9.
At the top left of the screen click on My Learning.

10.
Click on My Learning Plan at the top of the list that appears on the main part of the screen.

11.
Click on Launch on the right hand side next to the course name Protecting Information Level 1 V1.1.
12.
Click on Enter The Lesson on the right hand side of the screen.

13.
Follow on screen instructions and enter each of the learning modules before attempting the assessment.  On completion print out the certificate (if successful).  You can retake the module if required by re-enrolling.

14.
Inform the DPO – UKJSU UPO Lt N K West RN, that you have completed the course.[image: image1.png]
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