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WHY IS THIS RELEVANT FOR ME?

 The GDPR regulations are effective in all of EU.

 So inside or outside of AU – you have to comply.  

 This means there is no point in trying to postpone cleaning
up or changing routines.
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INFORMATION FROM AU

 AU website: 
http://www.au.dk/en/informationsecurity/data-protection/

 E-learning course: 1 hour
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TYPES OF DATA: SENSITIVE / GENERAL

Sensitive personal data 
race

or ethnic bacgground, political, religious, philosophically belief, union, sexual
orientation, health informations, genetic and biometric data

Cpr. number (may not be made public)

Confidential data (private and economic data)

General personal data 

All other informations regarding e.g. name, adress, birthdate, 
titel, phonenumber, family, home, car, citizenship etc.
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WHY NOT MAIL?
- IT IS ALL ABOUT REGISTRATION

• Data in emails and Office programs is not registered in a way which complies with the personal 

• data regulations.

• Therefore, sensitive personal data may only be stored temporarily (30 days) in emails and Office 

programs.
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CLEANING UP

Use common sense

- What is relevant to keep and 
why is it relevant

- When is it not relevant anymore
and what is your proces for 
cleaning up

- Write down your data policy

The important thing here is to 
actively reflect and be pro-active
in your data handling

http://www.au.dk/en/informationsecurity/data-protection/general-information/5-tips-for-handling-personal-data/
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CLEANING UP THE MAILBOX

 AU has provided som guidelines including often used keywords to help in the cleaning
proces. Combine these with your own knowledge of what you work with.

 The aim is not that you should read every email you have ever send or received!

The aim is to clean up and then focus on handling data correctly looking forward.

 http://www.au.dk/en/informationsecurity/data-protection/general-information/5-tips-for-
handling-personal-data/
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CLEANING UP THE MAILBOX - GUIDELINES

http://www.au.dk/en/informationsecurity/data-protection/general-information/5-tips-for-handling-personal-data/
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CLEANING UP PAPER ARCHIVES

 Let the Secretariat know when you have cleaned up. Then we will come by and fetch your 

confidential papers and have them shredded.

 From August there will be a bin for confidential papers under the staircase in 1513 (with a 
lock). The paper in this bin will be shredded.
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CLEANING UP YOUR NETWORK DRIVES - GUIDELINES
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STORING PERSONAL DATA

http://www.au.dk/en/informationsecurity/data-protection/general-information/storing-personal-data/

Storing personal data in systems:

WorkZone, ReAp, Navision, 
Ph.D.-planner and 
other approved systems

or
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STORING PERSONAL DATA 
- WRITE DOWN YOUR POLICY

If  you store personal data on your personal drive (U-drive) or in a shared folder (O-driv
You have to write down why you save it and when you delete it.

You can use these keywords as a guideline:

What – what kind of personal data are you storing
Why – why are these data relevant to you (be specific), what’s the purpose
Where – where are you storing our data, does anyone else have access
How long – for how long are you storing the data, how long are they relevant 

to the purpose you saved them for
Deleting – How often will you be cleaning up the folder containing the data 

(should be at least every 6 month)
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WE’LL HAVE TO CHANGE OUR ROUTINES

http://scitech.medarbejdere.au.dk/en/currently/news/show/artikel/well-have-to-change-our-routines/



JENS WEJLBY CLAUSEN

18 MAY 2018 HEAD OF SECRETARIAT
DEPARTMENT OF CHEMISTRY

AARHUS
UNIVERSITY

COMMUNICATION WITH STUDENTS

 When you communicate with students be aware that they write to you from their AU-mail 
(e.g. student-id@post.au.dk). 

 

This is in order to write in a controlled/secure environment (AU mail system) & to be able to 
verify who you are communicating with (student-id).

 

 This is going to be a change of culture – most use gmail or similar. 

 (?): What if they send me a gmail?

 Then you should reply: ”When you communicate with AU, you should use your au-mail 
(student-id@post.au.dk). This makes it possible for us to verify you as a student and make
sure that we send the right information to the right person. Therefore I will ask you to re-
send the this mail from your au-mail.”
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Q & A?

 If you have questions – let us know!

 Then we will help you get the right answers. Either by mail or by arranging a meeting.

 Write to: jclausen@chem.au.dk
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