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General Data Protection Regulations Policy 
(GDPR)  

 
The main aims of the GDPR are to: 
 

• To provide individuals with a transparency and some control over the 
use of their personal information or data 

• To provide protection against unwanted, unauthorised or harmful use of 
such data as well as a right of access to that data. 

 
GDPR Statement  
 
Personal and Special Categories of data may be gathered, used and stored by the 
Company in accordance with current guidelines.   Data subjects should refer to the 
Privacy Statement relating to their category (employer, client or supplier) which 
applies to them. These are available via the data subjects usual company contact or 
manager (as applicable).   
 
All individuals to whom this policy applies have a duty to ensure they comply with this 
policy.  Breaches of the policy will be taken seriously. 
 

 
What is Personal Data? 
 
‘Personal data’ is information that relates to a living individual.  This information can 
be their name or information from which an individual can be identified, e.g. a 
photograph, contact details or National Insurance number. 
 
Personal data’ does not consist of information about companies.  However, if an 
individual from any company can be identified from the information held, then that 
information becomes personal data. 
 
The Act covers information being held or used by the company in any ‘relevant filing 
system’, i.e. a computerised or manual filing system from which information can be 
easily obtained because of the way it is organised.  This would include for instance a 
filing cabinet organised in alphabetical order.  The same rules apply to any such 
system held on computer. 
 
Personal data can also include any expression of opinion. A note on a file stating ‘I 
don’t like John Smith of ABC Limited’ is viewed as personal data of John Smith.  
John Smith has access to this information.  
 
More examples of personal data are: 

 

• Email addressed 

• Telephone numbers 

• Addresses  

• Date of birth 
 
Our Obligations in respect of personal data 
 
The organisation uses Personal Data all the time.  The Company as the employer is 
in control of information and will be a ‘Data Controller’.  Under the Act the company 
therefore has certain obligations. 



This policy is non-contractual and subject to change 
 

May 18 

 
The obligations imposed on the company and with which all employees must comply 
are known as the ‘Eight Principles of Data Protection’.   
 
The Eight Principles of Data Protection are that data must: 
 

• Be obtained and processed fairly and lawfully and not processed unless 
certain conditions have been met (including obtaining the data subject’s 
consent). 

• Be obtained for a specific and lawful purpose and not be processed in a 
manner incompatible with that purpose. 

• Be adequate, relevant and not excessive 

• Be accurate and kept up to date 

• Not be kept longer than is necessary 

• Be processed in accordance with the individual’s rights 

• Be kept secure and safe from unauthorised access, accidental loss or 
destruction 

• Not to be transferred to countries without adequate levels of protection of 
personal data 

 
What Special Categories of Data? 
 
Special Categories of Personal Data refers to information about an individual which 
relates to their: 
 

• Racial or ethnic origin 

• Political opinion 

• Religious beliefs or other beliefs of a similar nature 

• Membership of a Trade Union 

• Physical or mental health or condition 
 
 
Obligations in Respect of Special Categories of Personal Data: 
 

• Most Special Category Personal Data should not be required to be 
processed.  There are strict conditions that need to be met to process it.   

• If the information is not going to be processed, it must be held in accordance 
with the general rules on holding Special Categories of Personal Data.  

• A file note should be made to demonstrate that explicit consent of the 
individual has been obtained to process this information. 

 
Responsibilities 
 
Company Directors and third parties who work for the Company can be classed as 
Data Users and must: 

 

• Comply with this policy, the principles of data protection set out here and the 
law under the GDPR 

• Ensure that any personal information that is held in any relevant filing system 
is sufficiently organised to enable the Company to respond to requests for 
access 

• Ensure that excessive information is not retained, and regularly update the 
information that is retained 
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Data Subjects 
 
Data subjects are those who supply personal data to the Company and they must: 

 

• Ensure that any personal information provided to the Company is 
accurate and up to date 

• Check the personal information that the Company routinely issues or 
otherwise makes available is accurate and up to date 

• Advise of any necessary changes, updates or corrections to any such 
information as soon as is reasonably practicable. 

• Ensure that all data is kept secure, that filing cabinets are locked and 
that all paperwork containing personal data is not left on desks for others 
to view it unless they have a need to 

• To archive / dispose of any information which is out of date in line with 
any guidance made available 

• To maintain confidentiality of personal data and not to share this outside 
the Company without permission of the data subject 

• To view and comply with all our IT policies and consider how they impact 
on data protection 

• To ensure that information is not lost or destroyed due to incorrect 
procedure.  

 
Right of Access to Personal Information 
 
Any individual has the right to: 
 

• Access any personal information that is being kept about them by the 
Company in any relevant filing system 

• Request that the Company correct or destroy any such information that 
is incorrect or incomplete 

 
Some information may be accessed automatically or be made available by virtue of 
existing arrangements.  Where this is not the case, any person who wishes to access 
their personal information should make a request in writing to the office manager who 
is in charge of those files. 
 
The Company aims to comply with requests for access to personal information as 
quickly as possible. Any repetitious requests or requests for information which is 
difficult to access may be declined.   
 
Retention and Security of Data 
 
Retention 
 
The Company will need to retain some forms of personal data longer than others in 
accordance with relevant statutory, regulatory or financial requirements.  Other 
operational factors will also need to be taken into account when determining how 
much Personal Data needs to be retained, and how long it needs to be retained for, 
although the Company will aim not to keep Personal Data for any longer than is 
necessary. 
 
Summary 
Compliance with the GDPR is the responsibility of all Company employees and all 
third parties who have access to personal data.   


