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GDPR PRIVACY PROCEDURE

POLICIES AND PROCEDURES FOR GDPR COMPLIANCE



SCOPE
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All processing of personal data by The Company is within the scope of this procedure.

RESPONSIBILITIES

GDPR Ownerisresponsibleforensuring that the privacy notice(s) is correct and that mechanisms exist
such as havingthe Privacy Notice(s) The Company Website to make all data subjects aware of the
contents of this notice prior The Company commencing collection of their data.

All staff that need to collect personal data are required to follow this procedure.

For the purposes of this document Redefine ITshall be referred to as “The Company”.

The Company shall identify the legal basis for processing personal data before any processing
operations take place by clearly establishing, definingand documenting:

e Thespecificpurpose of processingthe personal dataand the legal basis to processthe data

under:

O

O

O

O

Consent obtained fromthe datasubject;
Contractual Obligations;
Legal Obligations;

Protection of the vital interests of the data subject, including the protection of rights
and freedoms;

Official authority of The Company or to carry out the processingthatisin the public
interest;

Necessary forthe legitimate interests of the data controller or third party, unless the
processingisoverridden by the vital interests, including rights and freedoms;

National law.

e Anyspecial categories of personal data processed and the legal basis to process the dataunder:

O

O

Necessary foremployment rights or obligations;

Protect the vital interests of the datasubject, including the protection of rights and
freedoms;

Necessary forthe legitimate activities with appropriate safeguards;
Personal data made publicby the datasubject;
Legal claims;

Substantial publicinterest;
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PRIVACY NOTICES
Where Consentisthe purpose forlawful collection of data.

The Company shall be transparentinits processing of personal dataand providesthe datasubject with
the following:

e The Company’sidentity, and contact details of the GDPR Owner.
e Thelegal basisand purpose forthe intended processing of personal data.

e Whererelevant, The Company’s legitimate interests that provide the legal basis for the
processing;

e Potential recipients of personal data;

e Anyinformationregardingthe intention to disclose personal datato third parties and whetherit
istransferred outside the EU. In such circumstances, The Company will provide information on
the safeguardsin place and how the data subject can also obtain a copy of these safeguards;

¢ Anyinformation on website technologies usedto collect personal data about the datasubject;

Allinformation shall be providedin aclearand easily accessibleformat.

The Company shall adhere to the Data Subjectsrightsinline with the GDPR.

When data is contractually required for processing

e The Companyshall process datawithout consentin orderto fulfil contractual obligations.

When personal data has been obtained from asource otherthan the datasubject The Company shall
make clearthe source and types of information collected and will provide the Data Subject with:

e The name and contact details of the Data Controllerand their GDPR Owner.

e The purpose(s),includinglegal basis, for the intended processing of personal data;
e Categories of personaldata;

e Potential recipients of personal data;

e Anyinformationregardingdisclosing personal datato third parties and whetheritistransferred
outside the EU — Organisation Name will provide information on the safeguardsin place and
how the data subject can also obtain a copy of these safeguards;

The Company shall provide information to Data Subjects where necessary;

e Withinone month of obtaining the personal data, in accordance with the specific circumstances
of the processing;

e Atthe firstinstance of communicatingin circumstances where the personal datais used to
communicate with the datasubject;

e Whenpersonal dataisfirstdisclosedin circumstances where the personal datais disclosed to
anotherrecipient.
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The above does not apply:
e Ifthe datasubjectalready hasthe information;
e [fthe provision of the above information provesimpossible or would involve an excessive effort;
e Ifobtainingordisclosure of personal datais expressly identified by Member State law; or

e If personal datamustremain confidential subject to an obligation of professional secrecy
regulated by Member State law, including a statutory obligation of secrecy.



