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Section l。日ntroduction

As a p「ofessionaI consultancy business, We fuiIy support the principles iden珊ed in

the Generai Data Protection ReguIation (GDPR) 2016/679 and the Data P「otection

Act 201 8, aCknowledging Data Protection as a fundamentai business consideration.

We a「e committed to safegua「ding the pe「sonaI data and privacy of our website

Visito「s, Ciients (inciuding their staff and cont「acto「S), Students and others who have

Chosen to interact with us in the course of our business activities.

PIease take the time to read this document ca「efuIIy and don’t hesitate to ∞ntact uS

at hello@sheqwo「x.co.uk with any gene「al questions or queries, A copy of o山「 fu=

P「ivacy & Data Protection Policy and any other documentation 「eferred to herein,

Can be accessed via the website or by ema冊g us at he=o⑰sheqworx.co.uk

Note: Ifyou do not agree to your personaI data being used in acco「dance with this

Privacy Statement, Please do not submit your personal data to us through the

Website o「 any othe「 means, PIease aIso refer to our Cookie Po=cy, You can set

your browser to 「efuse ail or some browser cookies, However, if you choose to

disabIe o「 「efuse cookies, SOme PartS Of ou「 website may become inaccessibIe o「

not function p「ope「iy and could affect your expe「ience.

Aged16o「Unde「? 

lfvouare16vearsorundercontactthedata.cont「oller@sheaworx.co.ukbeforecontjnuing 

touseourwebsite,andbeforeslgnlnguPtOreCeiveanyofourp「oductsorservices,eithe「 

f「eeo「paid, 

ThisistohelpuscompIywiththelaw. 

ThankYouforunde「standing◎ 

丁his P「ivacy Statement and supporting Policies form part of our Generai Te「ms and

Conditions of Business.

We’ve identified some ofthe f「equentiy used terms and definitions in the tabIe below.

Note: the exampies p「ovided throughout this document, do not include every type of

info「mation which couId be directly or indi「ectIy used to identify an individual・ They

a「e p「OVided as exampies only.
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“pe「SOnaldata” �Name,dateofb而h,ema=address,reSidentiaiaddress, 

Phonenumbe「,lPadd「ess,B「OWSerCookies,geO- 

trackingdata,BankAccountdetaiIsetc 
“sensitivepersonal �Ethnicor「acialo「lgIn,POiiticalopinion,religiousbe=efs, 

data”o「“special �Philosophicalbeliefs,tradeunionmembe「Ship,genetic 

CategO「ies”ofpersonai data �andbio-metricdata 

``datacont「o=er” �丁hisisSHEQworxwhenperfo「mingtasksdirectiy 

「elatingtoou「ownbusinessope「ations 

“dataprocesso「” �丁hisisSHEQworxwhenitisperformingaspecific 

Servicetoac=ent(Whoarethedatacontroiier)which 

「equlreSdataco=ection,analysisand/orother 

P「OCeSSjngtosatjsfyacont「actuaIobligation 
“personaidatab「each” �Includestheaccidentaiorunlawfuldestruction,loss, 

alte「ation,unautho「jseddisciosu「eof,O「aCCeSStO, 

Pe「SOnaldatat「ansm皿ed,StO「ed,O「OtheMise 

PrOCeSSed 

SHEQworx Ltd has been identified as both a `くdata contro=e「’’and a “data processor”

unde「 GDPR.

Section 2　Our P「omise to You

SHEQworx sha= do its best to ensu「e that pe「sonai data under our contro=s:

>　processed lawfu=y, fai「ly and in a transparent mamer;

>　co=ected for specific, eXPlicit and iegitimate pu「poses;

>　adequate, 「elevant and Iimited to what’s absoiuteIy necessa「y for us to fuIf=

Ou「 COntraCtuaI obligations;

>　accurate, and where necessa「y, kept up to date;

>　p「OCeSSed in accordance with the fundamentaI rights of individuals;

>　protected during co=ection, uSe and storage to ensu「e the securfty ofthe

Pe「SOnai data.

We w川not se= o「 rent you「 information to third pa面es.

We w=l not sha「e your info「mation with thi「d pa巾es fo「 marketing purposes.

We w紺not reIease you「 information to third pa軸es fo「 them to use fo「 their own

PurPOSeS unless you have 「equested that we do so, O「We a「e required by Iaw, for

exampIe by a cou而Order or fo「 the purposes of crime prevention incIuding fraud.

Controlied Document: Privacy & Data Protection Policy Statement

DP/PoI/1 =ssue l l Dec2020

Fa「rie「 House輸1St Fioo「, 15 Victoria Street, Wethe「by, West Yorkshire, LS22 6RE

Company No’ 12170849 1 VAT Reg No 336 7792 61 1 1CO RefZA749032

Page2 oflO



Uncontro=ed when P「inted

Privacy &

Data Protection

PoIicy Statement
SHE㊤〃0融

Section 3　The 6 Lawfue Bases for Processing Your Data

丁he「e are 6 conditions under which we can p「ocess you「 data lawfu=y, and at least

One Of the fo=owing must apply二

Leqal Basis Numbe「 1: You have given your consentfo「 us to p「ocess you「 data

fo「 one or more clea「ly iden描ed 「easons at the point you complete your data,

Lawful:

Not lawfu!二

NOTE: You w紺be abie to unsubscribeto any ofou「emajIs at anytime, BUTthis

may affect your ab掴ty to access some of the suppo両ng mate「iaIs 「equi「ed for a

t「aining course for exampIe. Whe「e this appIies, We旧et you know at the time.

LeqaI Basis Numbe「 2: The p「ocessing is necessary fo「 the performance of a

COntraCt between us, 0「 in the preparation of ente「ing into a cont「act.

Controiled Document: P「ivacy & Data Protection Poiicv Statement

DP/PoI/1 l lssue l l Dec2020

Fa「rier House - 1S‘ FIoor, 15 Victoria St「eet, Wetherby, West Yorkshire, LS22 6RE

Company No: 12170849 1 VA丁Reg No 336 7792 6月iCO RefZA749032

Page 3 oflO



Uncont「oIIed when Printed

Privacy &

Data Protection

Policy Statement
SHE㊤〃0融

You’「e inte「ested in ou「 products o「 services, let’s say a training cou「se. You 「each

Out tO uS for more information about the course contents, and we reply with a

Booking Form and ou「丁erms and Conditions, You then compietethe Booking Form

and send it back to us, ag「eejng to our terms and conditions by this act. We send

you a両nvoi∞, You makethe payment・ Wethen send you a 「e∞iptand a setof

joining inst田Ctions fo「 your course, and othe「 suppo巾ng information such as a

WOrkbook that accompanies the cou「se.

LeaaI Basis Numbe「 3: The p「OCeSSing IS neCeSSary for compiiance with a legai

Obiigation as set out in UKor EU law, and we mustfui帥One examplegiven bythe

lCO in their Guidance document is “A court may require [us] to p「OCeSS PerSOnal

data fo「 a particula「 purpose”. This is a basis we couId use especialiy ifwe are

requi「ed to co=ect or anaiyse occupational heaith, Safety and we=being data as part

Of ou「 independent, COnfidentiaI, COnSuitancy services,

LeaaI Basis Number 4: The processing is necessary to protect your vita=nterests

fo「 exampie, life and death. It’s unlikeiy we’= need to use this as a basis fo「

P「OCeSS看ng yOu「 data. it’s more likeIy necessary in an eme「gency situation. That

Said, When o什e「ing First Aid suppo巾We may need to determine if you suffer from

a=e「gies or have any other medicaI conditions which 「equi「e communication to the

eme「gency services.

Leaal Basis Numbe「 5: Processlng IS neCeSSa「y fo「 the performance of a task

Carried out in the public interest of in the exercise of o珊ciai authority vested in

仙e con什OI!er, it’s unIikely we’= be using this as a basis fo「 p「o∞SSjng your data as

it doesn’t reaily冊with what we do.

Leaal Basis Number 6: ProcessIng iS neCeSSa「y for the purposes of Ieg抽mate

interests,丁his is a tad vague to be honest, and a three-Stage teStW川appIy to

anyone using this as a reason for processIng yOu「 data:

1. That a legitimate inte「est has been iden珊ed;

2. Demonstrate that the processing of data is necessary to achieve it; and

3. The p「ocessing is balanced against your inte「ests, 「ights and f「eedoms.

1t is possibIe we could use this as a legaI 「eason, butthis w川be determined on a

CaSe-by-CaSe basis.
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So言n summary, We’re most likeIy to co=ect and process your data for one o「 more of

these reasons:

/ afte「 you have consented to us p「OCeSSing your data fo「 a clearly de血ed

Pu「POSe (O「 PurPOSeS),

/ in the perfo「mance ofa cont「act with you

/ to complywith a legai obiigation pIaced on us,

/ andpossibly to protect you「 Vita=nterests in a face-tO-face se情ng,

/ and possibly for the purposes of Iegitimate interests

Section 4　SHEQworx as質Data Contro=er" - an OVerview of the

SuPP看iers we use and their purpose

Note: A旧tems identified beiow a「e individua=y passwo「d protected, With access

「estricted to the Data Cont「oIIe「 OnIy.

In no particuIa「 orde「:

We use an Ema= Service Provider (ESP) to communicate with our clients, fo=owe「s

and for generaI marketing and dissemination of information purposes on a Ia「ge

SCaie. (For mo「e personaI emails we tend to use Microsoft Outiook.)

We use a sched両ng so什wa「e to scheduIe a l:1 Consultation Appointment o「 book

P!aces on t「aining courses.

We use a couple of payment p「ocessing appIications fo「 instant web-based

Pu「Chases o「 purchases not requlrIng an invoice.

We use so冊Nare for p「omotionai, and adve面Sing purposes.

We use software to host our onIine training COu「SeS.

We use accounting software fo「 the day-tO-day financiaI management of ou「

business, and for Payro= and VA丁purposes,

We use p「o」eCt management SO什ware to keep track of live projects we’re working on

With our clients.

We use a password vault, Which has 「estricted access, and is oniy accessibie via

PaSSWOrds which are aIso enc「ypted.

We use an admin software such as Word, ExceI, Powerpoint, OutIook, etC
We use softwa「e for producing and co=ating responses to questionnai「es, COntaCt

forms,etC
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Section 5　SHEQworx as偉Data Processor,,一an OVerview ofthe

Services we provide and work we do

We p「ovide a 「ange of suppo巾Services to other businesses under the umbre=a of

「isk management and legal comp看iance, focusing on the aspects of occupationa看

Safety, health, enVi「Onment, and quality (SHEQ). We’ve listed a few in the buliet

POints beiow.

Ou「 business activities a「e predominantly consuitancy and training services, f「om the

development and auditing of management systems, Creation of po=cy and other

SuPPO巾ng documentation, through to offe「ing contract suppo巾On COnSt「uCtion sites.

Ra旧s ou「 specialist subject, We use ou「 knowledge and expe「ience to supporf our

CuStOmerS. Ou「 wo「k can take us onto cIient const「uction sites言nto their o冊ces, and

extemaI t「aining venues such as conference suites in hoteIs, andlor in our own

O冊CeS.

We use a combination of desktop compute「s, laptops, mObiIe phones and tabIets, a=

Of which a「e password p「OteCted as a minimum. Each so償wa「e appiication we use

to deliver our cIients wo「k (and manage ou「 empIoyees’personai deta=s) a「e

PaSSWO「d p「otected with access 「est「icted to a `(need to know’’basjs. We empioy

less than 5 peopIe, and our business is ope「ated from one 10Cation - Farrjer House

in Wethe「by.

>　Audits - Management Systems to ISO 9001:2015, 45001:2018 standards

>　Audits - Site - SHEQ tou「s言nspections, and audits

>　Management Systems - PrOCeSS and document review, aCCreditation, POlicy

and supporting documents c「eated, etC

>　SHEQ丁「aining Courses & Workshops - Online, Ciassroom and evenトbased

eg Risk Assessment Workshops, Adult Mentai HeaIth Fi「st Aid (MHFA

England licenced)

>　Safety Climate Survey

>　Health & WeIIbeing Survey

>　SHEQ Support Services - COnt「aCt Services deIivered on client premises and

COnSt「uCtion sites.
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Section 6　Data Safeguarding and Security

The safety and secu「ity of your personal data in aII of its va「ious fo「ms is impo巾ant to

us" We have never, and w掴neve「, know-ngiy se= o「 rent your data to anyone. Ever"

We protect it like it’s our own.

We use a mixture oftechnicai and procedural measu「es to ensu「e your data is as

P「OteCted as it can be.

Access to the va「ious softwa「e, aPPiications and tooIs is 「estricted and strictly

COnt「O=ed within the o「ganisation.

Section 7 Your Rights -A Summary

You have the right to:

Request access to your pe「sonaI data (COmmOnIy known as a “data subject access

request”・) This enabies you to receive a copy ofthe pe「sonaI data we hoId about

you and to check that we a「e Iawfu=y p「ocessing it.

Request cor「ection ofthe personaI data that we hoId about you" This enabIes you to

have any incompiete o「 inaccurate data we hoId about you corrected, though we

may need to verify the accuracy of the new data you p「ovide to us.

Request erasure ofyou「 pe「sonaI data. This enabies you to ask us to de看ete or

「emove pe「SOnal data where there is no good 「eason for us continuing to process it・

You also have the 「ightto ask us to deiete or remove your personaI data where you

have successfu=y exe「cised your right to object to processing (See beiow), Whe「e we

may have p「ocessed your info「mation uniawfu=y o「 where we are 「equi「ed to erase

your pe「SOnal data to compiy with Ioca=aw. Note: We may nOt aiways be abIe to

COmPIy with your request for e「asure for specific iegaI reasons which w帥be notified

to you, if appIicabIe, at the time of you「 request○

○bject to processlng Ofyour pe「sonal data whe「e we a「e 「eIying on a Iegitimate

interest (Or those of a third party) and there is something about your particuIar

Situation which makes you want to object to processing on this g「ound as you fee=t

impacts on you「 fundamental rights and freedoms. You a!so have the right to object

Whe「e we a「e processing your personaI data for direct ma「keting purposes. In some

CaSeS, We may demonstrate that we have compe冊g legitimate grounds to p「ocess

your information whjch override you「 rights and freedoms.
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Request 「est「iction of p「ocessing of you「 pe「sonaI data. This enabies you to ask us

to suspend the processIng Of your personai data in the fo=owlng SCenarios:

a) if you want us to estab!ish the data’s accuracy;

b) where ou「 use ofthe data is uniawful butyou do not want us to e「ase it;

C) where you need usto hold the data even ifwe no Ionger require itasyou

need it to estabIish, eXerCise or defend legal cIaims; Or

d) you have objected to our use ofyou「 data but we need to ve「ify whetherwe

have ove「「iding iegitimate grounds for it.

Request the transfe「 ofyour personai data to you o「 a third party. We w帥p「ovide to

you, Or a thi「d party you have selected, yOu「 Pe「SOnal data in a st「uctu「ed, COmmOnly

used, maChine-「eadabIe format (most IikeIy using Wo「d o「 Excel softwa「e). This

right onIy applies to automated info「mation which you initia=y provided consent fo「 us

to use o「 Whe「e we used the info「mation to perfo「m a cont「act with you.

Withd「aw consent at any time where we are relying on consent to process your

Pe「SOnai data. Howeve「, this w紺not affect the Iawfulness of any p「ocessing car「ied

Out before you withdraw your consent. 1f you withd「aw your consent, We may nOt be

abIe to p「ovide ce巾ain services to you, We wiii advise you ifthis is the case atthe

time you withdraw your consent.

Section 8　Who is the =Data ControIIer" in SHEQworx and howdo I

Contact them?

丁he data cont「o=e「 is And「ea Dodds

Andrea can be contacted via emaiI, telephone, Or gOOd, Old-fashioned snaiI maiI二

盆 �Thebestwayto「eachmeisviaemaiI datacontro=er@sheqworx.com 

宮 �十44(0)1937538380 

国 �SHEQwo「xLtd 
Farrie「House-1StFloo「 

15VictoriaSt「eet 

Wetherby 
WestYorkshire,LS226RE 
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Section 9　Howto makea CompIaint

We t「y ou「 best, We’re only human, and unfo血nateIy, mistakes can (and do) happen

f「om time to time.

1fyou feei that we haven,t looked after your pe「sonal data p「opeHy, P-ease let us

know and we判do ou「 best to 「ectify the situation.

However, at any time, yOu have the 「ight to Iodge a complaint with the UK,s

SuPervisory authority:

The Information Commissioner’s O冊ce (WWW.ico.o「q.uk)

Our registration number is: ZA749032

Section lO Disc看aimer

Unfo血nateIy, the transmission of而brmation via the inte「net is not complete-y

SeCure. Although we do our best to protect your persona=nformation, We cannOt

gua「antee lOO% the security of your persona=nformation transmitted to ou「 website.

Any t「ansmission of personaI data is at your own risk. We are not responsible for

Ci「cumvention of any privacy se軸gs o「 securty m:aSu「eS COntained on the website,

inciuding the =legaI acts ofthi「d pa巾es (SuCh as c「ImlnaI hacking),

The terms ofthis Policy Statement and suppo面ng documentation may change f「om

time to time" Ifwe make materiaI changes to howwe t「eat you「 personal data we w冊

no描y you by ema冊o the emaiI add「ess specified on your account. Your ∞ntinued

use of our servi∞S and website constitutes your ∞nSent tO SuCh revised P「ivacy

P0=cy.

1f you have any questions con∞「nlng the ∞ntentS Ofthis or any supporting Policy

documents, Please contact us at垣tacontroIIer@SHEQworx.com.

AU丁HORISA丁ION

ン毛頭二王云
And「ea Dodds

Managing Director

15th December 2020
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