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3.1

PRIVACY POLICY
(EMPLOYEES, WORKERS AND CONTRACTORS)

ABOUT THIS DOCUMENT

Taylor Made Joinery Interiors Limited respects your privacy and is committed to protecting your
personal data. This privacy policy describes how we collect and use personal information about you
during and after your working relationship with us.

This privacy policy applies to all personal data whether it is stored electronically, on paper or on other
materials.

It is important that you read this privacy policy, (together with any other privacy policy we may
provide), so that you are aware of how and why we are using such information. This privacy policy
does not form part of any contract of employment or other contract to provide services. We may
update this privacy policy at any time.

IMPORTANT INFORMATION

This privacy policy applies to all current and former employees, workers, apprentices, interns,
volunteers and contractors. If you fall into one of these categories you are a ‘data subject’.

Taylor Made Joinery Interiors Limited (a company with company number 01570434) is the controller

and responsible for your personal data (collectively referred to as "TMJ", "we", "us" or "our" in this
privacy policy).

We have appointed a data privacy manager. If you have any questions about this privacy policy or
how we handle your personal information, including any requests to exercise your legal rights,
please contact the data privacy manager using the details set out below.

Contact details
Our full contact details are as follows:

Address: Taylor Made Joinery Interiors Limited, Manor Wood, Ipswich Road, Bildeston, Ipswich,
Suffolk, IP7 7BH

Telephone Number: 01449 743327

Data Privacy Manager: Sarah Warren

Email address: info@tmijinteriors.com

HOW WE COLLECT DATA ABOUT YOU

Personal data might be provided to us by you, or someone else (such as a former employer, your
doctor, or a credit reference agency), or it could be created by us (e.g. your manager or other
colleagues). We collect personal data through the application and recruitment process (as set out in
the recruitment privacy policy). We will collect additional personal data in the course of job-related
activities throughout the period of you working for us or after termination.
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It is important that the personal data we hold about you is accurate and current. Please keep us
informed if your personal information changes during your working relationship with us.

If you fail to provide certain information when requested, we may not be able to perform the contract
we have entered into with you (for example if you fail to provide us with your bank account details
we will be unable to pay you), or we may be prevented from complying with our legal obligations
(such as to ensure the health and safety of our workers).

THE TYPE OF DATA WE COLLECT

We will collect, store and use the following categories of personal data about you, including but not
limited to:

Personal information: such as title, name, gender, marital status, date of birth, dependants and
photographs.

Contact information: address, telephone numbers, personal email addresses, next of kin and
emergency contact information.

Recruitment records: such as references and other information included in a CV, cover letter, or
as part of the application process.

Identification documents: including passport, driving licence, information in relation to
immigration status and right to work.

Contractual information: including contracts, changes to terms and conditions, any collective
agreements, start and end dates, job titles, promotions, location of work, working hours, holiday
entitlement, pension, benefits and working time opt-out agreement, driving licence (where
applicable to the role).

Personnel records: including disciplinary and/or grievances, performance information, training
records, appraisals, information relating to maternity, flexible working requests, qualifications,
professional memberships, health questionnaires, and exit interviews.

Financial data: including salary, fee rates, overtime pay/hours, hours of work, bonus, expenses,
National Insurance Number, maternity payments, payroll and wage records, tax status
information, PAYE records, travel and subsistence, benefits in kind, season tickets, loans and bank
account details.

Electronic/digital data: such as CCTV footage and other information obtained through
electronic means, such as swipe-card records.

IT & communications: information about your use of our information and communication
systems and information contained about you in emails and our communication systems.
Accident records any reportable accident, death or injury in connection with work.

Legal disputes: in which you or others are involved, including accidents at work and
compensation.

Any other category of personal data which we may notify you of from time to time.

We may also collect, store and use the following special categories of personal data:
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e Information about your race or ethnicity, religious beliefs, sexual orientation and political
opinions.

¢ Information about your health, including any medical condition, health and sickness records.

e Trade union membership.

e Genetic information and biometric data.

¢ Information about criminal convictions and offences.

HOW WE USE YOUR PERSONAL DATA

We will process your personal data primarily to allow us to perform our contract with you (for
example we will process your bank details in order to pay you) and to enable us to comply with our
legal obligations (for example we must disclose your salary to HMRC).

In some cases we may use your personal information to pursue legitimate interests of our own or
those of third parties. We have a legitimate interest to process your personal data, which includes
but is not limited to the following:

e torun our business and plan for the future;

e to monitor, manage and improve our performance;

e to monitor and ensure legal, regulatory and internal governance (e.g. with our policies and
procedures);

e to monitor and protect staff welfare;

e to monitor and protect our security; and

e to deal with any complaints and/or disputes.

On occasions we may use your personal information where we need to protect your vital interests
(i.e. to protect your life). For example, if an employee collapses at work, we would inform paramedics
that they suffer from diabetes as this is necessary in order to protect their vital interests.

Some of the legal basis for processing will overlap and there may be several grounds which justify
processing your data. For example we have a contractual obligation to pay you, we also have a legal
obligation to pay you for the hours worked.

Generally we will only use your personal data for the purposes for which we collected it, unless we
reasonably consider that we need to use it for another compatible reason.

Special Categories of Personal Data

We will only process special categories of your personal data (as defined in 4.2) in certain situations
in accordance with the law.

We do not need your consent to process special categories of your personal data when we are
processing it for the following purposes, which we may do:

5.7.1 whereitis necessary for carrying out rights and obligations under employment law;
5.7.2 whereitis necessary to protect your vital interests or those of another person where you/they
are physically or legally incapable of giving consent;
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5.7.3 where you have made the data public;

5.74 where processing is necessary for the establishment, exercise or defence of legal claims; and
5.7.5 where processing is necessary for the purposes of occupational medicine or for the

assessment of your working capacity.

In limited circumstances, we may approach you for your written consent to allow us to process
special categories of your personal data. If we do so, we will provide you with full details of the
information that we would like and the reason we need it, so that you can carefully consider whether
you wish to consent. You should be aware that it is not a condition of your contract that you have to
consent; and you can withdraw your consent later at any time.

We have in place an appropriate policy documents and safeguards which we are required by law to
maintain when processing such data. Please refer to the privacy standard and data retention policy.

Examples of when we might process your data

We have set out below, examples of the purposes in which we process your personal data and special
categories of your personal data (identified with an asterisk* beside them). Purposes include but are
not limited to the following:

e Determining the terms on which you work for us (e.g. salary compensation, benefits) including
where relevant the termination of your contract with us) and administering the contract with
you.

e Your photograph on the website, e-mail header and other marketing materials.

e Checking you are legally entitled to work in the UK. *

e Paying you and if you are an employee, deducting tax and National Insurance contributions.

e Providing benefits to you.*

e Liaising with our third-party service providers (such as pension provider or insurers) in respect of
any benefits which relates to you.*

e Assessing performance: including assessing qualifications for a particular job or task, decisions
about promotions, career progression. Assessing, education, training and development
requirements. Conducting performance reviews, appraisals, managing performance,
determining performance requirements, determining bonus entitlements and targets.*

e To carry out grievance and/or disciplinary investigations and/or procedures in relation to you or
others and making decisions about your conduct. *

e Dealing with legal disputes involving you or others including accidents at work *

e For the purpose of seeking legal or other professional advice regarding you and/or others in the
context of the working relationship. *

e To monitor and manage sickness absence. Ascertaining your fitness to work, to provide
appropriate workplace adjustments and making decisions about your absence. *

e To monitor and protect the security (including network and information security) of the
organisation. This includes monitoring your use of our information and communication systems.
It also includes monitoring of circuit television (CCTV) images, such images may also be used in
the course of disciplinary or grievance invetsigations/proceeedings.

e To monitor location details for lone workers, and manage schedules of work.
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e To monitor compliance by you, us and others with our policies, procedures and our contractual
obligations.

¢ Information about your gender, race, national or ethnic origin, religious, philosophical or moral
beliefs, your sexual life or sexual orientation to monitor equal opportunities.*

e Business management and planning, including accounting and auditing.

e For system maintenance support and hosting of data.

e To provide a reference upon request from a prospective employer.

e Forany other reason which we may notify you of from time to time.

Information about criminal convictions

We do not envisage that we will hold information about criminal convictions.

We will only collect information about criminal convictions if it is appropriate given the nature of the
role and where we are legally able to do so. Where appropriate, we will collect information about
criminal convictions as part of the recruitment process or we may be notified of such information
directly by you in the course of you working for us.

We are allowed to use your personal information in this way to carry out our obligations. We have in
place an appropriate policy and safeguards which we are required by law to maintain when
processing such data.

Less commonly, we may use information relating to criminal convictions where it is necessary in
relation to legal claims, where it is necessary to protect your interests (or someone else's interests)
and you are not capable of giving your consent, or where you have already made the information
public.

DATA SHARING

We may share your personal data with the parties set out below for the purposes set out at paragraph
5 above. Data recipients include but are not limited to the following:

e Other group companies: for business management and regulatory purposes.

e Payroll administrator: to process the payroll

e Pension provider: trustees or scheme managers for the provision and administration of the
pension.

o Benefits provider: for the provision and administration of benefits e.g. Pensions, Healthcare, Life
Insurance.

e Regulators or otherwise to comply with the law: such as HM Revenue & Customs, ICO,
Companies House and other regulators and authorities based in the UK who require reporting of
our processing activities. Including disclosures to shareholders such as directors' remuneration
reporting requirements.

o Professional advisers: including lawyers, bankers, auditors and insurers based in the UK or EEA
who provide consultancy, banking, legal, insurance and accounting services.
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e Service providers who provide IT, payroll and system administration services. We will share
personal data relating to your participation in any share plans operated by a group company
with third party administrators, nominees, registrars and trustees for the purposes of
administering the share plans.

¢ Third parties to whom we may choose to sell, transfer, or merge parts of our business or our
assets. Alternatively, we may seek to acquire other businesses or merge with them. If a change
happens to our business, then the new owners may use your personal data in the same way as
set out in this privacy policy.

We do not allow our third-party service providers to use your personal data for their own purposes
and only permit them to process your personal data for specified purposes and in accordance with
our instructions.

INTERNATIONAL TRANSFERS

We may transfer your personal information to third parties providing services to us who are based
outside the European Economic Activity (EEA). Including by way of illustration only, IT administration
services and hosting services (such as Drop Box) based outside of the EEA.

Whenever we transfer your personal data out of the EEA, we ensure a similar degree of protection is
afforded to it be ensuring at least one of the following safeguards is implemented:

e transferring data to countries that have been deemed to provide an adequate level of protection
for personal data by the European Commission;

e using specific contracts approved by the European Commission which give personal data the
same protection it has in Europe; or

e for providers based in the US, we may transfer data to them if they are part of the Privacy Shield.

DATA SECURITY

We have put in place appropriate security measures to prevent your personal information from being
accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit
access to your personal information to those employees, agents, contractors and other third parties
who have a business need to know. They will only process your personal information on our
instructions and they are subject to a duty of confidentiality.

We have put in place procedures to deal with any suspected data security breach and will notify you
and any applicable regulator of a suspected breach where we are legally required to do so.

DATA RETENTION

We will only retain your personal data for as long as we reasonably consider necessary to fulfil the
purposes we collected it for, including for the purposes of satisfying any legal, accounting, or
reporting requirements.

To determine the appropriate retention period for personal data, we consider the amount, nature,
and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure
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of your personal data, the purposes for which we process your personal data and whether we can
achieve those purposes through other means, and the applicable legal requirements.

Details of retention periods are set out in the data retention policy which is available from the data
privacy manager, which may be amended from time to time.

In some circumstances we may anonymise your personal information so that it can no longer be
associated with you, in which case we may use such information without further notice to you.

YOUR LEGAL RIGHTS

Under certain circumstances, you have rights under data protection laws in relation to your personal
data. If you wish to exercise your rights, please contact us and we will explain at that time if your
rights are engaged.

Legal rights under data protection laws are as follows:

. Request access to your personal data. This enables you to receive a copy of the personal
information we hold about you and to check that we are lawfully processing it.

. Request correction of the personal data that we hold about you. This enables you to have any
incomplete or inaccurate data we hold about you corrected.

o Request erasure of your personal data. This enables you to ask us to delete or remove personal
data where there is no good reason for us continuing to process it. You also have the right to
ask us to delete or remove your personal data where you have successfully exercised your right
to object to processing (see below), where we may have processed your information
unlawfully or where we are required to erase your personal data to comply with local law.

. Object to processing of your personal data where we are relying on a legitimate interest (or
those of a third party) and there is something about your particular situation which makes you
want to object to processing on this ground as you feel it impacts on your fundamental rights
and freedoms. You also have the right to object where we are processing your personal data
for direct marketing purposes. In some cases, we may demonstrate that we have compelling
legitimate grounds to process your information which overrides your rights and freedoms.

o Request the restriction of processing of your personal data. This enables you to ask us to
suspend the processing of your personal data in the following scenarios: (a) if you want us to
establish the data's accuracy; (b) where our use of the data is unlawful but you do not want us
to erase it; (c) where you need us to hold the data even if we no longer require it as you need
it to establish, exercise or defend legal claims; or (d) you have objected to our use of your data
but we need to verify whether we have overriding legitimate grounds to use it.

. Request the transfer of your personal information to another party. We will provide to you,
or a third party you have chosen, your personal data in a structured, commonly used, machine-
readable format. Note that this right only applies to automated information which you initially
provided consent for us to use or where we used the information to perform a contract with
you.
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. Right to withdraw consent at any time where we are relying on consent to process your
personal data. However, this will not affect the lawfulness of any processing carried out before
you withdraw your consent. Once we have received notification that you have withdrawn your
consent, we will no longer process your information for the purpose or purposes you originally
agreed to, unless we have another legitimate basis for doing so in law.

o Please contact us if you have any queries or concerns about the way in which we process your
personal data (contact details are set out above). You have the right to make a complaint at
any time to the Information Commissioner's Office (ICO), the UK supervisory authority for data
protection issues (www.ico.org.uk). However, we would appreciate the chance to deal with
your concerns in the first instance before you approach the ICO.

11 CHANGES TO THIS PRIVACY POLICY

We shall keep this privacy policy under review and (if appropriate) we reserve the right to update this
privacy policy at any time, if we do so, we will provide you with an updated copy of this notice as soon
as reasonably practicable. We may also notify you in other ways from time to time about the
processing of your personal information.

If you have any questions about this privacy policy, please contact the data privacy manager
(contact details set out above).

l, (employee/worker/contractor’'s name), acknowledge that | received a
copy of Taylor Made Joinery Interiors Limited’s Privacy policy for employees, workers and contractors
and that | have read and understood it.

Signature
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