W R SWANN & CO LIMITED

PRIVACY NOTICE

Data controller (“the Company”): W R Swann & Co Limited of Owlerton Green
Sheffield S6 2BJ

Introduction

The Company collects and processes personal information, or personal data, relating to its
employees, and to former employees (and their families) who are deferred or retired members
of the W R Swann & Co Limited Retirement Benefits Scheme, in order to manage the working
relationship or fulfil its pension payment obligations. This personal information may be held by
the Company on paper or in electronic format.

The Company is committed to being transparent about how it handles your personal
information, to protecting the privacy and security of your personal information and to meeting
its data protection obligations under the General Data Protection Regulation (“GDPR”) and the
Data Protection Act 2018. The purpose of this privacy notice is to make you aware of how and
why we will collect and use your personal information both during and after your working
relationship with the Company. We are required under the GDPR to notify you of the
information contained in this privacy notice.

This privacy



The Company is responsible for, and must be able to demonstrate compliance with, these
principles. This is called accountability.

What types of personal information do we collect about you?

Personal information is any information about an individual from which that person can be
directly or indirectly identified. It doesn’t include anonymised data, i.e. where all identifying
particulars have been removed. There are also “special categories” of personal information, and
personal information on criminal convictions and offences, which requires a higher level of
protection because it is of a more sensitive nature. The special categories of personal
information comprise information about an individual’s racial or ethnic origin, political opinions,
religious or philosophical beliefs, trade union membership, health, sex life or sexual orientation
and genetic and biometric data.

The Company collects, uses, and processes a range of personal information



and related correspondence



interests (or someone else’s vital interests).

We need all the types of personal information listed under “What types of personal information
do we collect about you?” primarily to enable us to perform our contract with you and to enable
us to comply with our legal obligations. In some cases, we may also use your personal
information where it is necessary to pursue our legitimate interests (or those of a third party),
provided that your interests or your fundamental rights and freedoms do not override our
interests. Our legitimate interests include: performing or exercising our obligations or rights
under the direct relationship that exists between the Company and you as its employee, worker
or contractor



meet



e comply with statutory and/or regulatory requirements and obligations, e.g. carrying out
criminal record checks



their designated agents), including:

external organisations for the purposes of conducting pre-employment reference and
employment background checks

payroll providers

benefits providers and benefits administration, including insurers

pension scheme provider and pension administration

occupational health providers

external IT services






Personal information which is no longer to be retained will be securely and effectively destroyed or
permanently erased from our IT systems and we will also require third parties to destroy or erase such
personal information where applicable. In some circumstances we may anonymise your personal
information so that it no longer permits your identification. In this case, we may retain such information
for a longer period.

Your rights in connection with your personal information

It is important that the personal information we hold about you is accurate and up to date. Please keep
us informed if your personal information changes, e.g. you change your home address, during your
working relationship with the Company so that our records can be updated. The Company cannot be
held responsible for any errors in your personal information in this regard unless you have notified the
Company of the relevant change.

As a data subject, you have a number of statutory rights. Subject to certain conditions, and in certain
circumstances, you have the right to:

e request access to your personal information - this is usually known as making a data subject access
request and it enables you to receive a copy of the personal information, we hold about you and to
check that we are lawfully processing it.

e request rectification of your personal information - this enables you to have any inaccurate or
incomplete personal information we hold about you corrected.

e request the erasure of your personal information - this enables you to ask us to delete or remove
your personal information where there’s no compelling reason for its continued processing, e.g. it’s
no longer necessary in relation to the purpose for which it was originally collected

e restrict the processing of your personal information - this enables you to ask us to suspend the
processing of your personal information, e.g. if you contest its accuracy and so want us to verify its
accuracy

e object to the processing of your personal information - this enables you to ask us to stop processing
your personal information where we are relying on the legitimate interests of the business as our



Transferring personal information outside the European Economic Area

The Company will not transfer your personal information to countries outside the European Economic
Area.

Automated decision making

Automated decision
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