&0 SAPPHIRE SERVICES LTD

DATA PROTECTION PRIVACY POLICY MANAGING PERSONAL DATA

When you join us at Sapphire Services (Kent) Limited we will ask you to complete a Starter Pack. The
information gathered is needed for the following administrative purposes;

1. Information for Pay and CIS Verification:

a. National Insurance number
b. UTR number
c. Bank details

This is required to enable us to pay any earnings due to you. Your bank details (1c) will be kept until
the end of your employment and then permanently deleted. Information (1a,1b) will be kept as part of
our records for payment to HMRC and will be kept for 3 years from the end of the last tax year you
were paid.

2. Personal Details:

a. Name
b. Address
c. Contact number / Email

As a company that supplies a workforce, we will keep these details on file to enable us to contact you
when work is available that may suit you. We will keep in contact with you every 6 months and you will
be asked if you require us to remove your contact details from our records. If we are unable to contact
you, we will permanently securely remove your details. If you require these details to be removed at
any time you can contact us at the above address, telephone number or email.

3. All other documents within Sapphire Services (Kent) Ltd Starter Pack are signed
and dated by you to acknowledge the understanding of their contents. These will
be kept on record along with your name and address for 6 years from the end of
your employment.

4. All information is kept confidential and will not be shared with other parties other
than during your employment for the process of part 1 when we will be using 1a,
and 1b to pay through the Construction Industry Scheme with HMRC. All
information stored electronically is in line with our IT security policy. No
unauthorised person will have access to your personal information.

If Information needs to be shared with a third party i.e., our client, Sapphire
Services (Kent) Ltd will ask for your written permission first.

Organisations that process personal data are subject to the General Data Protection Regulation
(GDPR) and the Data Protection Act 2018. Under the Data Protection (Charges and Information)
Regulations 2018 (the Regulations). Sapphire Services (Kent) Ltd., are registered with the Information
Commissioner’s Office (ico.org.uk)

Please confirm you understand the above and will ensure you follow procedures with regards to Health and
Safety by signing the attached acknowledgment form.

Signed Qg/ Date 3™January 2025

John Fletcher

Company Director
Review date for this document 3" January 2026 or when circumstance / legislation indicates.
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