DATA PROTECTION & 24
PRIVACY POLICY KG BUSINESS SERVICES LIMITED

1. Purpose
The purpose of this Data Protection & Privacy Policy is to outline how KG Business Services Ltd

handles the personal data if its employees, customers, suppliers and other third parties.

This policy is intended to ensure that we:
e Comply with data protection and follow good practice.
e Protect the right of team members, customers and partners.
e Are transparent about how we store and process individuals’ data.

e Are protected from the risks of a data breach.

Protecting the confidentiality and integrity of personal data is a critical responsibility that we take
seriously at all times. This policy is therefore intended to apply to the personal data that we
process about you. It also applies to you in situations where your role involves you processing

data on our behalf.

This policy does not form part of any employee’s contract of employment, and we may amend it at
any time. It does not override any applicable national data privacy laws and regulations in

countries where we operate.

2. Scope

This policy applies to all KG Business Services Ltd employees, contractors, third-party service
providers, and other parties that processing personal data on behalf of KG Business Services Ltd.
It covers all personal data collected, processed, and stored by KG Business Services Ltd in the

course of its operations.

3. Objectives
1. To protect personal data from unauthorised access, disclosure, alteration, or destruction.
2. To ensure compliance with relevant data protection laws and regulations, including the

GDPR and other applicable statutes.



3. To establish clear guidelines and practices for the handling of personal data within KG

Business Services Ltd.

4. Data Collection

4.1. Types of Data Collected
KG Business Services Ltd collects the following types of personal data:
« Identifiable information (e.g., name, address, email, phone number).

« Sensitive personal data (e.g., health information, financial records).

4.2. Sources of Data

Personal data is collected from various sources including:
« Direct interactions (e.g., registration forms, surveys).
« Automated technologies (e.g., cookies, log files).

« Third-party sources (e.g., business partners, public databases).

5. Legal Basis for Data Processing
5.1. Consent

Personal data is processed based on explicit consent provided by individuals. KG Business

Services Ltd ensures that consent is freely given, specific, informed, and unambiguous.

5.2. Contractual Obligations
Processing is necessary for the performance of a contract to which the data subject is a party or

to take steps at the request of the data subject prior to entering into a contract.

5.3. Legal Obligations
Processing is necessary for compliance with a legal obligation to which KG Business Services Ltd

is subject.

5.4. Legitimate Interests
Processing is necessary for the purposes of legitimate interests pursued by KG Business Services
Ltd or by a third party, except where such interests are overridden by the interests or fundamental

rights and freedoms of the data subject.



6. Data Use

6.1. Purpose Limitation
Personal data is collected and processed only for specified, explicit, and legitimate purposes. KG
Business Services Ltd does not process personal data in a manner that is incompatible with these

purposes.

6.2. Data Minimisation
Only personal data that is adequate, relevant, and limited to what is necessary for the intended

purpose is collected.

6.3. Accuracy
KG Business Services Ltd takes reasonable steps to ensure that personal data is accurate and,

where necessary, kept up to date. Inaccurate personal data is corrected or deleted without delay.

7. Data Retention and Disposal

7.1. Retention Period

Personal data is retained only for as long as necessary to fulfil the purposes for which it was
collected, including for the purposes of satisfying any legal, accounting, or reporting requirements.
7.2. Data Disposal

KG Business Services Ltd ensures secure disposal of personal data that is no longer needed. This
involves physical destruction, electronic shredding, or other methods to render the data

irretrievable.

8. Data Security
8.1. Technical Measures

KG Business Services Ltd implements appropriate technical measures to protect personal data,

including encryption, firewalls, intrusion detection systems, and secure data storage solutions.

8.2. Organisational Measures
Employees are trained on data protection principles and practices. Access to personal data is

restricted to authorised personnel only, based on the principle of least privilege.

9. Data Subject Rights
9.1. Right to Access

Individuals have the right to request access to their personal data and obtain information about

how it is being processed.



9.2. Right to Rectification
Individuals have the right to request correction of inaccurate personal data and completion of

incomplete data.

9.3. Right to Erasure
Individuals have the right to request deletion of personal data when it is no longer necessary for

the purposes for which it was collected, among other conditions.

9.4. Right to Restriction of Processing
Individuals have the right to request restriction of processing under certain conditions, such as

when the accuracy of the data is contested.

9.5. Right to Data Portability
Individuals have the right to obtain and reuse their personal data across different services for their

OWN purposes.

9.6. Right to Object
Individuals have the right to object to processing based on legitimate interests or direct marketing

purposes.

10. Data Breach Management
10.1. Incident Detection and Response

KG Business Services Ltd has procedures in place for the timely detection and response to data

breaches or security incidents.

10.2. Notification
In the event of a data breach, KG Business Services Ltd will notify the relevant supervisory
authority and affected data subjects without undue delay, and within the timeframes required by

law.

11. Third-Party Data Sharing
11.1. Due Diligence
Before engaging with third-party service providers, KG Business Services Ltd conducts due

diligence to ensure they have adequate data protection measures in place.



11.2. Data Processing Agreements
KG Business Services Ltd enters into data processing agreements with third-party service

providers, specifying the obligations and responsibilities of each party in relation to personal data.

12. International Data Transfers

12.1. Compliance

International transfers of personal data are conducted in compliance with applicable data
protection laws. This includes implementing appropriate safeguards such as standard contractual

clauses, binding corporate rules, or obtaining explicit consent from data subjects.

13. Policy Review and Updates
13.1. Periodic Review
This policy is periodically reviewed and updated to ensure continued compliance with legal

requirements and best practices. The next review date is scheduled for [specified date].

13.2. Employee Communication
Employees are informed of any significant changes to this policy through official communication

channels such as email, intranet, or staff meetings.

14. Compliance and Accountability
14.1. Data Protection Officer

KG Business Services Ltd has appointed a Data Protection Officer (DPO) to oversee and ensure

compliance with this policy and applicable data protection laws.

14.2. Employee Responsibilities
Employees are required to comply with this policy and complete regular training on data

protection. Failure to comply may result in disciplinary action.

14.3. Monitoring and Audits
KG Business Services Ltd conducts regular audits and monitoring to ensure compliance with this

policy. Any identified issues are addressed promptly.



15. Contact Information

For questions, concerns, or requests regarding this Data Protection & Privacy Policy, please
contact:

KG Business Services Ltd

Data Protection Officer

71 Kilbowie Road, Clydebank, G81 1BL

enquiries@kgbusiness.co.uk

+44 141 737 0529

Adherence to this Data Protection & Privacy Policy is essential for maintaining the trust and
confidence of our stakeholders. KG Business Services Ltd is committed to protecting personal

data and upholding the highest standards of data privacy.

Kevin Gallagher 01/06/2025

HR Representative Signature Date



