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Overview 
This toolkit contains the elements of the GDPR that we feel are the most important when 

assessing your readiness for the implementation of GDPR into UK Law. 

The toolkit takes you through the steps of identifying the Personal data being processed, 

identifying the reasons for processing the data and finally identifying your compliance with 

the GDPR. 

The Toolkit 
The toolkit is driven from the ‘GDPR Overview’ tab. From here you can select a hyper link to 

take you to the section of the toolkit you are working on and see an overview of your 

compliance status. 

 

Compliance Scoring 
The scoring mechanism is designed to show how compliant you are to the core GDPR 

requirements in the three areas:  

1. Data Controllers Responsibilities 

2. Data Processor Responsibilities 

3. Data Subjects Rights 
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After you have identified personal data processed in your organisation using the Data 

Purposes and Data Usage sheets you should consider how compliant your organisation is 

against each of the requirements in each of the three areas above. 

To indicate you are compliant for a given requirement select 'Yes', if you are almost fully 

compliant select 'Partial' otherwise select 'No' 

You compliance in each area is assessed and a visual indication, along with a score, given on 

the the ‘GDPR Overview’ tab. 

To get a Green indication     you will have to be compliant for each requirement in the 

section 

If you have a single area where you are partially compliant, but all the other requirements in 

that section are met then you will get a amber indicator. 

If you have more than one 'partial' in a section you will get a red   or red cross    

indication. 

The red cross   indication will show that you have scored less than half of the possible 14 

marks in that section. 

Completing the ToolKit 

Data Purposes 

The first stage is to complete the ‘Data Purposes’ section of the tool kit 

This allows you to identify, for each department in your organisation, the uses they have for 

personal data. The Toolkit allows for up to 9 departments, if you need more simply use a 

second toolkit. 
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Use one column for each department to be assessed.  

Change the Column heading to the department name, ‘Dept 1 Data Usage’ may become ‘HR 

Data Usage’ for example This name change is then reflected throughout the Toolkit. 

 

 Then enter a description of the function of that department.  

Then enter the uses that that department has for personal data. These uses are used in the 

next steps when assessing the reasons for the data processing. 

 

Departmental Data Usage 

 Once the reasons for usage of personal data in each department has been identified and 

entered onto the ‘Data Purposes’ sheet you should then, for each department, identify the 

type of data being processed, its source, purpose and so on completing one row in the 

departmental sheet for each data usage identified in step one. 

You should select the corresponding data usage from the drop-down selection list for each 

‘row’. Where the processing of personal data has more than one ‘justification’, such as 

employee data needed for “legal requirements” such as entitlement to work checks, as well 

as payroll processing the more than one row may be needed. 
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Completing the compliance check list 

Once all personal data processing in each department has been identified and recorded onto 

the departmental data usage sheets you can proceed to the assessment sheets. 

Each area of the GDPR, Data Controllers responsibilities, Data Processors responsibilities and 

Data Subjects rights has a separate sheet where the major requirements of the GDPR in that 

area are listed. 

 

Based on your identification of the personal data processing being undertaken in each 

department you should select your compliance level against each of the criteria, 

If for example you feel that the details all processing of personal data identified is fully 

recorded in a secure way then you could select ‘Yes’ for the first item in the ‘Data Controllers’ 

Sheet. If however you have identified that these is an area where records of processing is not 

as secure as you feel is needed then you should select Partial. If however there are areas 

where details of processing are not fully recorded then you should select ‘no’ from the 

compliant drop-down. 

Details of the requirements for each item in each of the there GDPR areas can be found by 

following the links to the DGPR reference which gives the wording of the GDPR article itself. 

GDPR Compliance Score 

Based on your entries into each of the criteria in each area, Data Controllers responsibilities, 

Data Processors responsibilities and Data Subjects rights a overall score for each area will be 

calculated and displayed on the Compliance scoring section of the ‘GDPR Overview’ sheet. 


