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Data Protection Policy

Summary

As a recruitment company Kellan Group Ltd processes personal data in relation to its own staff, work
seekers and individual client contacts. Therefore, Kellan Group holds data on individuals for the
following general purposes:

e Staff Administration to include the employee first day documents consisting of personal details,
bank details & medical questionnaire

¢ Advertising, Marketing & Public Relations

e Accounts and Records

e Administration and processing of work seekers' personal data for purposes of work-finding
services

e Any personal data which we collect, record or use in any way whether it is held on paper, on
computer or other media will have appropriate safeguards applied to it to ensure that we comply
with the Data Protection Act 2018 and General Data Protection Regulation 2016.

Principles

We fully endorse and adhere to the eight principles of Data Protection as set out in the Act. These
principles state that personal data must be:

Fairly and lawfully processed in line with at least one condition of the conditions in Schedule 2
Processed for specified and lawful purposes and not in any other way which would be
incompatible with those purposes

Adequate, relevant and not excessive

Accurate and kept up to date

Not kept for longer than necessary

Processed in line with the data subjects rights

Kept secure

Not transferred to a country which does not have adequate data protection laws
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Processing of personal data

Kellan Group will only process information when consent has been given. Processing means obtaining,
recording or holding the data or carrying out any operation or set of operations on the data. It includes
organising, adapting and amending the data, retrieval, consultation and use of the data, disclosing and
erasure or destruction of the data.

Our purpose for holding personal data and a general description of the categories of people and

organisations to which we may disclose it are listed in the Data Protection register. We will not disclose
any information to any third party unless we believe it is lawful to do so.

Sensitive Personal Data

Data in respect of the following is 'Sensitive Personal Data' and any information held on any of these
matters MUST NOT be passed on to a third party without the written consent of the individual:

e racial or ethnic origin
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political opinions

religious beliefs

trade union membership

physical or mental health

sexual orientation

details of the commission or alleged commission of any offence committed by them
Any court proceedings relating to the commission of an offence.

Breaches

The incorrect processing of personal data e.g. sending an individual’s details to the wrong person,
allowing unauthorised persons access to personal data or sending information out for purposes for
which the individual did not give their consent may give rise to a breach of contract and/or negligence
leading to a claim against Kellan Group for damages from an employee, work-seeker or client contact.
Failure to observe the contents of this policy will be treated as a disciplinary offence.

Data may only be processed with the consent of the person whose data is held. Therefore, if they have
not consented to their personal details being passed to a third party this may constitute a breach. If we
intend to use the employee’s data for any other purpose than looking for work we must obtain specific
consent.

Any breaches must be notified immediately to Kellan’s dataprotection@kellangroup.co.uk

Right Access to information
Any requests from individuals to gain access to their personal data must be referred to
dataprotection@kellangroup.co.uk or Human Resources.

Right to be forgotten

Any requests from individuals requesting the right to be forgotten must be referred to
dataprotection@kellangroup.co.uk.

Retention and Security of Data

Kellan Group have set retention periods for information and these are held within its procedures.
Retention times may vary depending on statutory or legal obligations.

No hard copies of personal data will be left on an individual's desk’s for any period of time or when
they leave the office, or in view of any persons from outside the company. Any hard copies are to be
disposed of in the secure confidential waste boxes.

Kellan Group have a written contract in place with a Data Processor who conform to the regulations
and its requirements.

Signed «— {-_%;-qr_—-——

Dated: 7.4.26

Next Review Date: 7.4.27
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