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Data Protection Assessment Checklist for Researchers
Please review this Checklist for Trinity Researchers before submitting a Data Protection Review (‘DP Review’) or Data Protection Impact Assessment (‘DPIA’) to the College Data Protection Office (‘DPO’) - dpo.admin@tcd.ie - for assessment as part of your ethics application process. You must complete and send this Checklist to the DPO together with your completed DP Review / DPIA document.  
These documents accompany the approved College Participant Information Leaflet (‘PIL’) and Informed Consent Form (‘ICF’) templates. All templates are available at www.tcd.ie/dataprotection/trinitycollegetemplates/
Incomplete documents will be returned without assessment.
	Question
	Y / N

	1. Are you using the correct templates? 
· Please ensure you are using the most up-to-date Trinity College templates (DP Review/DPIA/PIL/ICF) - available via the DPO website (link above). 
· If you are unsure if a DP Review or DPIA is automatically required please review the guidance available at: https://www.dataprotection.ie/en/organisations/know-your-obligations/data-protection-impact-assessments 
· If you have already completed a Site / Hospital DPIA please provide this instead.
	

	2. Have you included the relevant supporting documentation?
· DP Review: 
· There is no requirement to include the PIL and ICF for your study with your DP Review for assessment. The DPO may request these during the assessment process.
· DPIA: 
· Ensure that you include your study’s PIL and ICF with your DPIA for assessment - required. 
· Detail your recruitment strategy in the DPIA & include all relevant materials with your submission - i.e. posters, invitation letters, debriefing sheets etc.
	

	3. Have you completed data protection training and included the relevant training certificates? 
· Include up-to-date data protection training certificates for all members of the research team named in the DP Review/DPIA. Certificates more than two years old are considered out of date and will not be accepted. 
· The online Trinity College training modules (staff and student modules) are available via: https://www.tcd.ie/dataprotection/training/ 
	

	4. Are you storing the research data securely?
· Consider and describe in detail where you will store your research data. 
· Review the guidance from Trinity IT Services on Research Data Collection and Storage - available via the College Cyber Security website: https://www.tcd.ie/cybersecurity/resources/research-data-collection-and-storage/   
	

	5. Have you established how long the research data will be retained?
· Determine an appropriate retention period for your research data and describe deletion/archiving processes.
· Consider the College Data Retention guidance - available via the DPO website: https://www.tcd.ie/dataprotection/retention/ 
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