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M Gaze & Co Ltd

General Data Protection Regulations Policy Statement

M Gaze & Co Ltd understands that the General Data Protection Regulation 2018 (GDPR) is a serious
part of the businesses and has incorporated a GDPR Policy within its Management System to
demonstrate compliance.

Data Protection Principles

M Gaze & Co Ltd is committed to processing data in accordance with its responsibilities under the

GDPR.

GDPR requires that personal data shall be: -

Processed lawfully, fairly and in a transparent manner in relation to individuals.

Collected for specified, explicit and legitimate purposes and not further processed in a manner
that is incompatible with those purposes; further processing for archiving purposes in the public
interest, scientific or historical research purposes or statistical purposes shall not be considered
to be incompatible with the initial purposes.

Adequate, relevant and limited to what is necessary in relation to the purposes for which they are
processed.

Accurate and, where necessary, kept up to date; every reasonable step must be taken to ensure
that personal data that are inaccurate, having regard to the purposes for which they are
processed, are erased or rectified without delay.

Kept in a form which permits identification of data subjects for no longer than is necessary for the
purposes for which the personal data are processed; personal data may be stored for longer
periods insofar as the personal data will be processed solely for archiving purposes in the public
interest, scientific or historical research purposes or statistical purposes subject to
implementation of the appropriate technical and organisational measures required by the GDPR
in order to safeguard the rights and freedoms of individuals; and

Processed in a manner that ensures appropriate security of the personal data, including
protection against unauthorised or unlawful processing and against accidental loss, destruction or
damage, using appropriate technical or organisational measures.”

General Provisions

This policy applies to all personal data processed by M Gaze & Co Ltd.

The Responsible Person shall take responsibility for the company’s ongoing compliance with this
policy.

This policy shall be reviewed at least annually.

Individuals have the right to access their personal data, and any such requests made to the
company shall be dealt with in a timely manner.

M Gaze & Co Ltd shall take reasonable steps to ensure personal data is recorded accurately.

To ensure that personal data is kept for no longer than necessary, M Gaze & Co Ltd shall put in
place an archiving policy for each area in which personal data is processed and review this
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process annually.

M Gaze & Co Ltd shall ensure that personal data is stored securely using modern software that is
kept up to date.

Access to personal data shall be limited to personnel who need access and appropriate security
should be in place to avoid unauthorised sharing of information.

When personal data is deleted this should be done safely such that the data is irrecoverable, in
accordance with and under the terms of “the right to be forgotten”.

Any COVID-19 coronavirus testing information and related personal details/data will be stored
and managed correctly to comply with the act.

Data protection measures currently in place also include the following: -

Personal Data Register - the personal data we collect, and process is detailed on the personal
data register which also includes a Record of Processing Activities (ROPA) and details of why we
collect this data, our lawful basis, associated data subject rights, retention schedule and method
of disposal for all personal data.

Data Review and Retention - we regularly review and check Personal data held to ensure the
personal data we hold is only retained for as long as necessary, is lawfully managed and
processed and that all personal data held is accurate.

Consent - Where it is deemed necessary to use consent as the legal basis for processing
personal data the data collection process will include a step where consent is clearly requested
from the data subject and data will not be collected if consent is not granted. Records of consent
will be retained as long as the personal data collected and should include full details of who
consented, when, and the details of how consent was given.

Special Category/Sensitive Personal Data - When reviewing personal data, we will also identify
any special category data which requires consideration of the condition for processing as well as
legal basis for processing. Additional security and controls may also be required for protection of
special category and any sensitive data we collect or process.

Privacy by Design/Data Protection Impact Assessments (DPIA) - Any new developments,
projects or technologies that involve personal data will be reviewed to ensure privacy by design
and privacy impact assessments are completed when required. A DPIA will be completed before
completing any data processing activities where there is a high risk to individuals from the
processing of their personal data.

Data Processing/Transfer - Personal data is processed and handled in a lawful and transparent
manner with clear communication of what data we hold, why we hold it and how long we retain it
as summarised on the personal data register and privacy notices. The personal data register also
includes details of all data transfer and the appropriate privacy notices must be kept up to date
with relevant details to ensure this is communicated our data subjects. Controls are in place on
the transfer of personal data to ensure this Is completed securely and only with approved third
parties for the purposes stated in the personal data register.

International Transfer of Data - wherever possible we will try to avoid any international transfer
of personal data and will ensure personal data register and privacy notices include details of any
international transfers and will obtain consent from data subjects where required.

Data and Information Security - we have measures in place to protect Confidentiality, Integrity
and Accessibility of all company data and complete regular monitoring and review of the security
of data and information security systems.
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These measures include: -

O

O

O

o Subject Access Requests (SAR's) - Our data subjects have the right to be informed about our
processing of their personal data and also have various other rights with regards to their personal
data. Data Subject Access Requests should be directed at our DPO/Data Protection
representative who will follow appropriate SAR procedures when dealing with these requests and

Information Classification.

IT Systems Monitoring and Backups.
Access Control.

Secure passwords.

IT Equipment checks.

Management of Software.

Physical Security.

Staff training and checks.

will respond to all data requests within 1 month.

e Data Breaches - A data breach is defined as the unintended deletion, alteration or loss of
protection of data leading to unauthorised, insecure or accidental access, sharing or transfer of
data or information assets which hold or can be used to access our data. All data breaches,
suspected data breaches, or information security incidents must be reported and logged.
Significant breaches concerning personal data may need to be reported to the relevant rata

regulatory authorities and affected data subjects.

Signature:

B = e

Mitchell Gaze — Director (Responsible for Health & Safety)
Date: 15t March 2025
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The 7 Key Principles

Transparency: explain to the data subject that data is
being captured and what data is, why that data is being
captured, and by whom, and what will happen to that data.
Fair: what is processed must match up to how it has been
described.

Lawful: processing must meet the tests described in
GDPR

Y

6

Personal data must be processed in a manner that
ensures appropriate security of the personal data,
including protection against unauthorised or unlawful
processing and against accidental loss, destruction or
damage, using appropriate technical or organisational
measures. GDPR recommends encryption of personal
data and privy by design process.

Personal data must be kept in a form which permits
identification of data subjects for no longer than is
necessary, i.e. data no longer required should be removed.
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Personal data may only be collected for the specified,
explicit and legitimate purposes and must be further
processed in a matter that is incompatible with those
purposes i.e. data con only be used for the specific
purpose the data subject has been made aware of and no
other, without further consent.

Personal data must be adequate, relevant and
limited to what is necessary in relation to the
purposes for which they are processed, i.e. no more
than the minimum amount of data should be kept for
specific processing.

Personal data must be accurate and, where necessary, kept up to
date, every reasonable step must be taken to ensure that personal
data that are inaccurate, having regard to the purposes for which
they are processed, are erased or rectified without delay. Ideally,
data should be stored in a way that allows a data subject to update
the data themselves.
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