DA BMGROUP LTD

Privacy Policy



Privacy Policy

Table of Contents

1 Introduction: How We Collect and Use Your INformation ..........ccoccueeeeiiiiiee i 3
2 LAY LY oI = [0 1S3 1] o P EEPRPR 3
3 ] o F= T Vo o 11 {0) 1 /0= U0 o 3
4 People who Contact Us Via Social Media............ccviiiiiiiiiiiiiiec e 3
5 People WHO EMAIT US....cooiiiiiiiiiiie ettt et e e e 3
6 Enquiries Submitted Via Contact Forms On Our Website..............ccccceeeiiii e, 3
7 Clients: Prospective, Current and Former CHENLS .........oooviiiiiiiiiiiee e 4
8 L= U =t o o U] YOO ST PPPRN 4
9 How Long is the Information Retained FOr? .........oooiiiiiiiiiiiiiiee e 4
10 Use Of Other Data PrOCESSOIS .......uuviiiiiiiieiiiiiiee it rtie et e s e e e s e e e 5
11 Legal Basis for ColleCting YOUI DALA. ......ccoicuuriieiiiiiee it 5
12 YOUE RIGNTS .ttt e et e et e e s a bt et e e e et e e e e eabe e e e e anneee s 5
13 ComMPIAINIS OF QUETIES .. .. ..eiiiiiiei e e et e e e e e e e e e s e st e e e e e e e s sastb b e e e e e aaeeessnaanrraeeeaeens 5
14 Access to Personal INfOrMatioN.............eviiiiiiiiiiie e 6
15 Disclosure of Personal INfOrmMAation .............cueiieiiiiiiieiiiee e 6
16 LINKS 10 Other WEDSITES ...t 6
17 Changes t0 thiS PrivacCy POJICY .......uuueiiiiiiiiiiieiiiiiiieiiiiieieisieieisseeesenereserererenenerrerrrnrnrrrnrrnnrnennnne 6
18 HOW t0 CONTACT US... ..t e e e e s s e e e e e e e e e 7

Document Ref: 00002154 - Version: 6.0 - Review: 26/06/2023 - Approved by: John Owen
Page 2 of 7



Privacy Policy

1 Introduction: How We Collect and Use Your Information

This privacy policy tells you what to expect when Day Group Limited collects personal information. It
applies to information we collect about:
. Visitors to our website

o People who contact us via social media
o People who call our office telephone number
. People who email us

. Job applicants and our current and former employees
o Our current and former suppliers
. Clients: prospective, current and former clients

We are the sole owner of the information collected on this site. We will not sell, share or rent this
information to others.

2  Web Hosting

Our website is hosted by a third party provider. You can view their terms here. The server is hosted in
the UK and the website is equipped with security monitoring including access logs and brute force
prevention. Both the database and user access information are encrypted, and only relevant internal
users have access to the login details to perform maintenance or agreed work.

3 Sharing of Information

We do not share any information we receive from this website with any third party sources, unless we
are obliged to do so in order to fulfil legal or regulatory requirements.

4 People who Contact Us Via Social Media

We do not use a third party provider to manage our social media interactions. We currently have a
social media presence on Twitter, Linkedln and Facebook which we manage ourselves. You may wish
to consult the privacy policies of these sites.

If you send us a private or direct message via social media the message will be stored by the respective
social media platform.

5 People Who Email Us

Emails sent via your own email provider:
We will monitor any emails sent to us, including file attachments, for viruses or malicious software.

Please be aware that you have a responsibility to ensure that any email you send is within the bounds
of the law.

6 Enquiries Submitted Via Contact Forms On Our Website

All enquiries submitted via the contact forms on our website are encrypted by SSL. If you use our online
website contact forms, all enquiries will be collected by a data processor on our behalf (please see
below).
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7 Clients: Prospective, Current and Former Clients

If you have any queries about the process or how we handle your information please contact
dpo@daygroup.co.uk

What will we do with the information you provide to us?

All the information you provide to us will only be used for the purpose of responding to your enquiry
regarding our services, to provide our services to you or to fulfil legal or regulatory requirements, if
necessary.

We will not share any of the information you provide during your initial enquiry (and that which you may
come to provide at a later date) with any third parties for marketing purposes or store any of your
information outside of the European Economic Area. The information you provide will be held securely
by us and/or our data processors whether the information is in electronic or physical format.

We will use the details you provide to contact you to respond to your initial enquiry and, if appropriate,
to facilitate our collaboration. We will use the other information you provide to provide our service to
you and we will respect confidentiality at all times.

What information do we ask for, and why?
We do not collect more information than we need to fulfil our stated purposes and will not retain it for
longer than is necessary.

The information we may ask for is used to respond to your initial enquiry or translation request as
thoroughly as possible. You do not have to provide the requested information but it may affect the
accuracy of our response if you do not.

8 Initial Enquiry

We will ask you for your personal details including hame and contact details in order to be able to
respond to your enquiry.

In the case of a request for quotation, we may ask for further information in order to provide the most
accurate quotation. Enquiries may be stored both electronically and as hard copies. Our management
team will have access to all this information.

9 How Long is the Information Retained For?

If we establish a business relationship to provide to you, all information you provide will be retained by
us in full as part of our electronic and physical records for the duration of the period specified in the
contract between us, or as stipulated by relevant industry regulations.

If we do not progress beyond your initial enquiry, the information you have provided until that point will
be retained for twelve months from the date of receipt of your initial enquiry.

Change to Personal data is held in line with our Records Management Policy and schedule, this is
available upon request.
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10 Use of Other Data Processors

We work with data processors (third party suppliers) within the scope of our business operation who
may process your data whilst providing their service to us. This includes, but is not limited to:
o external bookkeepers and accountants (to maintain accurate financial records, provided to
HMRC)
o external Financial Advisers (to administer our pension scheme via a pension provider and
our Group Life Insurance scheme via an insurance provider)
. childcare scheme providers
o external IT consultants (to implement and maintain secure and efficient IT systems)
o external software developers (to develop bespoke software programs and maintain their
security and functionality)
o external web designers/hosts (to maintain our website)
o external HR consultants (to advise on HR matters)
. external shredding company (to dispose of hard copy confidential waste securely: BS
EN15713:2009 shredding standard accredited)

11 Legal Basis for Collecting Your Data

We have explained the main reasons why we collect personal data, the lawfulness of processing,
according to Article 6 of the General Data Protection Regulation (UK GDPR), being justified by one or
more of the following:

o consent has been obtained from the data subject to the processing of his or her personal

data;
o processing is necessary for the performance of a contract;
o processing is nhecessary for compliance with a legal obligation;

o processing is necessary for the purposes of the legitimate interests pursued by the controller

If you have any questions about the legal basis for collecting your data, you can contact us here
dpo@daygroup.co.uk

12 Your Rights

Under the General Data Protection Regulation (UK GDPR), you have rights as an individual which you
can exercise in relation to the information we hold about you. You can read more about these rights
here.

If we do hold any information about you, you have the right to request access to, amendment of,
rectification of or deletion of that information. Please write to our Managing Director at the address
below.

13 Complaints or Queries

Day Group endeavours to meet the highest standards when collecting and using personal information.
For this reason, we take any complaints we receive about this very seriously. We encourage people to
bring it to our attention if they think that our collection or use of information is unfair, misleading or
inappropriate. We would also welcome any suggestions for improving our procedures.
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This privacy policy was drafted with brevity and clarity in mind. It does not provide exhaustive detail of
all aspects of Day Group’s collection and use of personal information. However, we are happy to
provide any additional information or explanation needed. Any requests for this should be sent to the
address below.

If you wish to make a complaint about the way we have processed your personal information, you
should contact the Information Commissioner’s Office as the UK’s statutory body which oversees data
protection law at www.ico.org.uk/concerns, or the relevant statutory body in your country.

14 Access to Personal Information

Day Group endeavours to be as open as possible in terms of giving people access to their personal
information. Individuals can find out if we hold any personal information by making a ‘subject access
request’ under the General Data Protection Regulation (UK GDPR). If we do hold information about
you we will:

. give you a description of it;

o tell you why we are holding it;

. tell you who it could be disclosed to; and

. let you have a copy of the information in an intelligible form.

To make a request to Day Group for any personal information we may hold, please write to our Data
Protection Officer at the address below.

If you agree, we will try to deal with your request informally, for example by providing you with the
specific information you need over the telephone.

If we do hold information about you, you can ask us to correct any mistakes by writing to our Data
Protection Officer at the address below.

15 Disclosure of Personal Information

In many circumstances we will not disclose personal data without consent. However, we can provide
further information on request with regard to:
. agreements we have with other organisations for sharing information;
o circumstances where we can pass on personal data without consent for example, to prevent
and detect crime and to produce anonymised statistics;
o our instructions to staff on how to collect, use and delete personal data; and
o how we check that the information we hold is accurate and up to date.

16 Links to Other Websites

This privacy policy does not cover the links within this site linking to other websites. We encourage you
to read the privacy statements on the other websites you visit.

17 Changes to this Privacy Policy

We keep our privacy policy under regular review. This Privacy Policy was last updated on 27/06/2022.

Document Ref: 00002154 - Version: 6.0 - Review: 26/06/2023 - Approved by: John Owen
Page 6 of 7


http://www.ico.org.uk/concerns

Privacy Policy

18 How to Contact Us

If you would like to request information about our privacy policy you can email us or write to:

Data Protection Officer
Day Group Ltd
Transport Avenue
Brentford

Middlesex

TW8 9HF
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