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Purpose of this Policy

The purpose of this policy is to set out how AIC Integrated Systems Limited protects personal data and manages
information in line with UK data protection requirements.

AIC is committed to handling personal data lawfully, fairly, securely and responsibly.

Scope
This policy applies to all employees, engineers, subcontractors and office staff who collect, access, use, store, share
or dispose of personal data on behalf of AIC.

Personal data may include customer details, employee records, supplier contacts, site contact information, job
records, emails, phone numbers, addresses, identification documents, vetting information and other information
relating to identifiable individuals.

Our Commitment
AIC will:
e Only collect personal data where there is a lawful and legitimate business reason.
e Use personal data fairly, lawfully and transparently.
o Keep personal data accurate and up to date where required.
e Only keep personal data for as long as necessary.
e Protect personal data from unauthorised access, loss, misuse or disclosure.
e Only share personal data where there is a valid business, legal or contractual reason.
e Use approved systems such as Microsoft 365, SimPRO and other authorised company systems.
e Restrict access to personal data based on role and business need.
e Respond appropriately to data protection concerns or requests.

Staff Responsibilities
Employees, engineers and subcontractors must:
e Keep personal data secure.
e Only access personal data needed for their role.
e Not share personal data with unauthorised people.
e Check email recipients before sending information.
e Report any actual or suspected data breach immediately.
e Follow AIC's document management, retention and security procedures.

Individual Rights

AIC recognises that individuals have rights under data protection law, including rights relating to access, correction,
deletion and restriction of their personal data.

Any request relating to personal data must be passed to a Director or office lead.
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Communication and Review
This policy will be communicated to relevant employees, engineers, subcontractors and interested parties where

appropriate.

This policy will be reviewed annually, or sooner if there are changes to legal requirements, systems, data handling
arrangements or business activities.

The Directors are responsible for implementing this policy across AIC Integrated Systems Limited and ensuring that
employees, engineers, subcontractors and suppliers understand and follow their responsibilities where applicable.

Name Position Signature

Aores

Kyle Boyce Director
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