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Henderson & Taylor (Public Works) Ltd specialises in the following activities:

Civil Engineering & Highways Term Maintenance including:
· Laying of Asphalt Mixes in the following categories - Machine and Hand Laying.

To provide these services, the Company must process personal data (including sensitive personal data) and in doing so, the Company acts as a Data Controller. 

The GDPR apply to all personal data we process regardless of how we receive the information and regardless of whether we receive it directly or from a third party. Personal details may be given to the Company directly, such as on an application form or via our website, or we may collect them from another source such as an employment agency. The Company must have a legal basis for processing your personal data. For the purposes of providing our services we will only use your personal data in accordance with the terms of the following statement. 

1. COLLECTION AND USE OF PERSONAL DATA

A. PERSONAL DATA WE MAY COLLECT FROM YOU
To meet legal and business requirements we need to collect certain personal and sensitive personal data from employees and clients. We will only ask for details that that are needed for the provision of our services. We may also collect information relating to your health, disability, diversity and details of any criminal convictions. Where relevant, we may also collect from employees to ensure they can be paid.

B. PURPOSE OF PROCESSING AND LEGAL BASIS 
The Company will collect and process personal data (which may include sensitive personal data) for the purposes of providing our services. The legal bases we rely upon to offer these services are:

LEGITIMATE INTEREST
Article 6 (1)(f) of the GDPR say that we can process personal data where it is “necessary for the purposes of the legitimate interests pursued by the controller or by a third party except where such interests are overridden by the interests or fundamental rights and freedoms of the data subject which require protection of personal data”.

For clients, in order to provide our services, we will need to store personal data of individual contacts in your business as well as keep records of conversations and meetings.  We may also contact you about future potential work or to undertake a customer satisfaction survey. We think this is reasonable and these uses of your data to be necessary for our legitimate interests as s business providing services to you.

LEGAL OBLIGATION
Article 6(1)(c) provides a lawful basis for processing where “processing is necessary for compliance with a legal obligation to which the controller is subject”. In our business activities we have legal obligations to process and retain personal data to comply with our responsibilities to HMRC and under UK law.

CONSENT
In certain circumstances, we are required to obtain your consent to the processing of your personal data in relation to certain activities. Article 4 (11) of the GDPR states that consent is “any freely given, specific, informed and unambiguous indication of the data subject’s wishes by which he or she, by a statement or by a clear affirmative action, signifies agreement to the process of personal data relating to him or her.” This requires us to ensure that consent has been given freely, you know what you are consenting to and that you take positive action to give us your consent. We will keep records of the consents you have given in this way.
C. RECIPIENT/S OF DATA

Where appropriate and in accordance with UK laws and requirements, we may share or process your personal data and/or sensitive personal data with the following categories of recipients:

· Any of our legally associated companies;
· Individuals and organisations who hold information related to an employee’s references;
· Tax, audit or other authorities, when required by law or other regulations or requirements to share this data;
· Third party service providers who perform functions for us in our business (including professional advisers such as lawyers, auditors and accountants, technical support functions, intermediary service providers, outsourced IT providers and IT consultants carrying out testing and development work on our IT systems).
· Marketing technology platforms and suppliers;

D. STATUTORY/CONTRACTUAL REQUIREMENT 

Your personal data may be required by law and/or a contractual requirement (e.g. our client may require this personal data) and/or a requirement necessary to enter into a contract. 

2. OVERSEAS TRANSFERS 

The Company may transfer only the information provided to us to countries outside the European Economic Area (‘EEA’) for the purposes of delivering our business services. We will take steps to ensure adequate protections are in place to ensure the security of information. The EEA comprises the EU member states plus Norway, Iceland and Liechtenstein. 

3. DATA RETENTION

The Company will retain personal and sensitive personal data only for as long as is necessary. Different laws require us to keep different data for different periods of time. 
We must also keep employee payroll records, holiday pay, sick pay and pensions auto-enrolment records for as long as is legally required by HMRC and associated national minimum wage, social security and tax legislation. We will regularly review how long we keep data for.

4. YOUR RIGHTS

Please be aware that you have the following data protection rights:

· The right to be informed about the personal data the Company processes on you;
· The right of access to the personal data the Company hold on you within 30 days of notice;
· The right to rectification of your personal data;
· The right to erasure of your personal data in certain circumstances;
· The right to restrict processing of your personal data;
· The right to data portability in certain circumstances;
· The right to object to the processing of your personal data that was based on a public or legitimate interest;
· The right not to be subjected to automated decision making and profiling; and
· The right to withdraw consent at any time.

Where you have consented to the Company processing your personal and sensitive personal data you have the right to withdraw that consent at any time.  

5. CONTACT DETAILS

If you wish to complain about this privacy notice or any of the procedures set out in it, or act on any of your rights set out in Section 4 please write to: 
Henderson & Taylor Data Protection, Unit 5 Bennetts Industrial Estate, Sandy Lane, Chadwell St Mary, Essex, RM16 4LL.

You also have the right to raise concerns with Information Commissioner’s Office on 0303 123 1113 or at https://ico.org.uk/concerns/, or any other relevant supervisory authority should your personal data be processed outside of the UK, if you believe that your data protection rights have not been adhered to.


[bookmark: _Hlk535487191][image: ]
AUTHORISED BY:                                ____________________________________________
Matthew Lynch – Director
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