THIS TEMPLATE IS PROVIDED FOR GENERAL GUIDANCE ONLY. IT MUST BE ADAPTED TO REFLECT THE INDIVIDUAL CIRCUMSTANCES.

Template: Record of Processing Activity
Under the Data Protection (Jersey) Law 2018 (DPJL 2018), all organisations handling personal data must be accountable for how that data is used.
Art. 6 of the DPJL 2018 requires controllers to be able to demonstrate compliance with the data protection principles and Art.14(3) of the DPJL 2018 specifies that:
· Controllers must maintain a written record of all processing activities (RoPA) under their responsibility.
· Processors must maintain a record of all categories of processing carried out on behalf of a controller.
· These records must be made available to the Jersey Office of the Information Commissioner (JOIC) on request.
While a formal RoPA is only mandatory for larger or higher-risk processing operations, all organisations are encouraged to maintain an appropriate record of their processing as part of their accountability obligations under Article 6(3).
Keeping this record helps you:
· Understand what personal data you hold and why;
· Identify risks and ensure suitable safeguards; and
· Demonstrate compliance with the DPJL if audited or investigated by the JOIC.

Activity
For each processing activity (one row each) you need to add the following information :
	Field
	Details / Guidance

	Processing activity name
	e.g., “Customer invoicing”, “Payroll processing – Jersey office”

	Controller (or joint-controller)
	Name of entity/organisation determining purpose/means

	Processor (if applicable)
	Name of entity doing processing on behalf of controller

	Purpose of processing
	Why is the personal data being processed?

	Legal basis (Jersey / UK / relevant)
	e.g., contract, legal obligation, consent, legitimate interest

	Categories of data subjects
	e.g., employees, customers, job-applicants, suppliers

	Categories of personal data
	e.g., name, address, bank details, medical information

	Recipients/categories of recipients
	Who will the personal data be disclosed to? (internal/external)

	International transfers (if any)
	Are data exported to other jurisdictions? Specify country and safeguards.

	Retention period / deletion criteria
	How long will the data be kept / when and how will it be erased?

	Description of technical & organisational security measures
	e.g., encryption, access controls, staff training

	Systems / tools used
	e.g., “Payroll system XYZ”, “Cloud CRM service ABC”

	Is a Data Protection Impact Assessment (DPIA) required?
	Yes / No / Review date

	Notes / comments / changes
	For any remarks, changes since last review etc.



	Name of Organisation:

	[NAME]

	Data Protection Officer (if applicable):

	[NAME]

	Date completed/Last reviewed:

	[DD/MM/YYYY]/[DD/MM/YYYY]






	Processing activity
	Purpose of processing
	Lawful basis
	Categories of data subjects
	Categories of personal data
	Recipients / disclosures
	International transfers (and safeguards)
	Retention period
	Security measures (technical & organisational)
	Controller
/
Processor
/
Joint-controller
	Notes
/
Comments

	[EXAMPLE] Customer management (CRM)
	Maintain contact information and communication history with customers
	Contract; legitimate interests
	Individual customers, business contacts
	Name, contact details, communication history
	Cloud CRM provider; internal staff
	Cloud service hosted in EU – SCCs in place for any non-EU transfers
	7 years after relationship ends
	Password protection, role-based access, encryption at rest
	Controller
	Low risk – reviewed annually

	[EXAMPLE] Client onboarding and AML screening
	Assess suitability and verify identity of clients/beneficiaries under AML laws
	Legal obligation; public interest
	Trust settlors, beneficiaries, protectors, clients
	Identity details, contact info, PEP status, financial info
	Regulators; due diligence platform provider
	Transfers to due diligence provider in UK – adequacy recognised
	10 years after relationship termination
	Encryption, access controls, data minimisation, staff vetting
	Controller
	High sensitivity – DPIA completed 2024

	[EXAMPLE] Payroll processing for client organisations
	Process salary and tax information on behalf of client companies
	Processing on behalf of controller – contract
	Employees of client organisations
	Name, ID, salary, tax ID, bank account
	Tax authorities; banking partners
	None – data stays within Jersey
	6 years after tax year end
	Secure FTP transfers, access restricted to authorised staff only
	Processor
	Service-level agreement includes breach notification clauses

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



This template is for illustrative and general guidance purposes only. It does not constitute legal advice. Determining your organisation’s record-keeping obligations must be assessed on a case-by-case basis. Refer to the Jersey Office of the Information Commissioner (JOIC) for official guidance: https://www.jerseyoic.org or contact enquiries@jerseyoic.org / 01534 716530

