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Data Protection (GDPR) Policy
How the Company handles personal data and meets its duties under the UK GDPR and the Data Protection Act 2018. This is an internal, staff-facing policy and is separate from the public-facing privacy notice you publish for customers.
	How to use this template: fill the highlighted boxes in the document control panel below, then read through and adjust the wording to fit how your business actually works. Edit this Word version, then save or export to PDF when it is final. Wherever the policy says “the Company” it means the organisation named in that panel.
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1. Purpose and scope
This policy applies to all staff who handle personal data on the Company's behalf. Personal data means any information relating to an identified or identifiable living person.
2. Data protection principles
The Company processes personal data in line with the principles of the UK GDPR. Personal data must be:
1. processed lawfully, fairly and transparently;
1. collected for specified, explicit and legitimate purposes;
1. adequate, relevant and limited to what is necessary;
1. accurate and kept up to date;
1. kept no longer than necessary;
1. handled securely, including protection against unauthorised access, loss or damage.
3. Lawful basis
The Company will identify and record a lawful basis before processing personal data, for example consent, contract, legal obligation or legitimate interests. Special category data is handled with additional safeguards.
4. Individual rights
The Company respects individuals' rights, including the right to be informed and to access, rectify, erase, restrict, port or object to the processing of their data. Requests are passed to the responsible person and answered within the statutory timeframe.
5. Staff responsibilities
1. Only access personal data you need for your role.
1. Keep it secure: strong passwords, locked screens, no data on unauthorised devices.
1. Do not share personal data without authority and a lawful basis.
1. Report any suspected data breach immediately to the responsible person.
6. Data breaches
A personal data breach must be reported internally without delay. Where a breach is likely to result in a risk to individuals, the Company will report it to the Information Commissioner's Office without undue delay and, where feasible, within 72 hours, and will notify affected individuals where required.
7. Retention and review
Personal data is kept only as long as needed and then securely deleted. This policy is reviewed at least annually by the responsible person named above.
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This is a general template provided by LWBC Solutions as a starting point, not legal advice. Laws and statutory rates change, and your obligations depend on your business, sector and circumstances. Have it reviewed by a suitably qualified person and tailored to your organisation before you rely on it.
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