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Barn 6 Furniture Lid
GDPR policy

Barn 6 Furniture recognises that it has a responsibility to adhere to new GDPR regulation that came into force
on 25.5.18.

Responsibility
Richard Bullock is responsible for ensuring that the GDPR/privacy policy is implemented however all employees
have a responsibility in their area to ensure that the aims and objectives of this policy are met.

Policy aims
To ensure legal compliance and the correct processing of personal data.

What personal data is collected?
Staff: Name, address, telephone number, date of birth, NI number, copy of passport, bank account details.
Clients: Name, address, telephone number, email address

Where is personal data stored?

Staff: Paper copies are held in a secure filing cabinet at Barn é Furniture's premises. Digital information is held
on a single, password protected laptop belonging to company director R D Bullock. Company accountants
Wagstaffs hold data necessary for payroll services. Bank details are only held within Lioyds bank online banking
portal.

Clients: Physical, ie paper records are at Barn é Furniture’s premises in the job archive. Digital information is
held on a single, password protected laptop and single telephone belonging to company director R D Bullock.
If necessary a client’'s phone number and or email address may be given to staff for the duration of a job with
client consent.

When is personal data shared?

Staff data is only shared with Wagstaffs Chartered Accountants for the purposes of payroll. Staff datais never
passed to third parties.

Client data is occasionally shared, with client consent, with staff for the duration of a job, for example to
enable fitters to contact a client regarding access to site. Barn é Furniture never shares or passes on client data
to third parties without the consent of the client.

How is personal data used?

Staff datais only used for the purposes of employment.

Client data is only used in relatfion to past, current or future jobs. Clients do not receive unsolicited marketing
communications from Barn é Furniture.

How long is data held for?

Staff data is held for a minimum of 7 years following termination of employment.

Client datais held for a minimum of 7 years following the end of a job for accounting purposes. In reality this
datais held indefinitely unless the client requests it to be deleted.
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What rights does someone have regarding their personal data held by Barn é Furniture?
Assuming there is no further need to keep data, for example for employment or accounting purposes then
both staff and clients can request that all data is erased and/or destroyed.

Where and when is someone whose personal data we hold made aware of this policy?
This policy can be accessed from Barn 6 Furniture's website

What responsibilities does Barn é Furniture and its staff have regarding this policy?
e All staff are made aware of this policy and its contents.
o Staff are regularly reminded that the only personal data they can personally hold is client felephone
numbers and/or email addresses on their phones for example to gain access to site or discuss a job. This
must be deleted upon completion of the job.
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