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Loida British ltd Data Protection and Privacy Policy  

1. Policy Statement

Loida British is dedicated to protecting the personal data of our clients, staff, and other 
stakeholders. We comply with the General Data Protection Regulation (GDPR) and the Data 
Protection Act 2018, ensuring that all personal data is handled lawfully, fairly, and 
transparently. This policy outlines our commitment to data protection and the procedures we 
have implemented to safeguard personal data. 

2. Objectives

• To protect the privacy of individuals and ensure the security of personal data.

• To comply with all relevant UK data protection laws and regulations.

• To provide clear guidelines on the collection, storage, and processing of personal data.

• To ensure that all staff understand their responsibilities regarding data protection.

3. Scope

This policy applies to all personal data processed by Loida British, including data relating to 
clients, staff, contractors, and other stakeholders. It covers all aspects of data management, 
including collection, storage, processing, sharing, and disposal. 

4. Procedures

4.1 Data Management

• Data Collection: Collect personal data only for specific, explicit, and legitimate
purposes. Ensure that data collection methods are transparent and that individuals are
informed about how their data will be used.

• Data Minimization: Limit the collection of personal data to what is directly relevant
and necessary for the specified purposes.

• Data Storage: Store personal data securely using appropriate technical and
organizational measures to protect against unauthorized access, loss, or damage.
Ensure that electronic data is encrypted, and that physical data is stored in secure
locations.

• Data Accuracy: Take reasonable steps to ensure that personal data is accurate and
kept up to date. Allow individuals to correct any inaccuracies in their data.

• Data Retention: Retain personal data only for as long as necessary for the purposes
for which it was collected. Implement a data retention schedule and securely dispose
of data that is no longer needed.

• Data Sharing: Share personal data with third parties only when it is necessary for the
purposes for which the data was collected and ensure that appropriate data sharing
agreements are in place. Obtain consent from individuals before sharing their data,
where required.

4.2 Training 
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• Staff Training: Provide regular training on data protection and privacy to all staff
members. Ensure that training covers the principles of data protection, individual
responsibilities, and the procedures outlined in this policy.

• Awareness: Promote awareness of data protection issues throughout the
organization. Ensure that staff understand the importance of protecting personal data
and the consequences of non-compliance.

4.3 Breach Response 

• Data Breach Response Plan: Implement a data breach response plan to address any
incidents of data loss, unauthorized access, or other data breaches. Ensure that the
plan includes procedures for identifying, reporting, and mitigating breaches.

• Incident Reporting: Establish a clear process for reporting data breaches. Ensure
that all staff are aware of this process and understand the importance of prompt
reporting.

• Notification: Notify the Information Commissioner's Office (ICO) of any data breaches
that are likely to result in a risk to the rights and freedoms of individuals, within 72 hours
of becoming aware of the breach. Notify affected individuals without undue delay when
the breach is likely to result in a high risk to their rights and freedoms.

• Investigation and Mitigation: Investigate data breaches promptly and take
appropriate steps to mitigate the impact. Implement measures to prevent recurrence
of similar incidents.

5. Individual Rights

Loida British is committed to upholding the rights of individuals under the GDPR and the Data 
Protection Act 2018. These rights include: 

• Right to be Informed: Individuals have the right to be informed about the collection
and use of their personal data.

• Right of Access: Individuals have the right to access their personal data and obtain
information about how it is being processed.

• Right to Rectification: Individuals have the right to have inaccurate personal data
corrected.

• Right to Erasure: Individuals have the right to have their personal data erased in
certain circumstances.

• Right to Restrict Processing: Individuals have the right to restrict the processing of
their personal data in certain circumstances.

• Right to Data Portability: Individuals have the right to obtain and reuse their personal
data for their own purposes across different services.

• Right to Object: Individuals have the right to object to the processing of their personal
data in certain circumstances.

• Rights Related to Automated Decision-Making: Individuals have the right not to be
subject to decisions based solely on automated processing, including profiling, which
produces legal effects or significantly affects them.

6. Responsibilities
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6.1 Management Responsibilities 

• Ensure that the data protection policy is implemented and adhered to throughout the
organization.

• Provide resources for data protection training and initiatives.

• Appoint a Data Protection Officer (DPO) to oversee data protection compliance.

6.2 Data Protection Officer (DPO) Responsibilities 

• Monitor compliance with data protection laws and the organization's policies.

• Provide advice and guidance on data protection issues.

• Conduct regular data protection audits and risk assessments.

• Act as the main point of contact for data protection queries and complaints.

6.3 Staff Responsibilities 

• Comply with the data protection policy and attend all required training sessions.

• Handle personal data in accordance with the principles outlined in this policy.

• Report any data breaches or concerns to the DPO immediately.

7. Review and Monitoring

This policy will be reviewed annually or in response to changes in legislation or best practices. 
Regular audits will be conducted to ensure compliance with this policy and identify areas for 
improvement. 

Approved by: 

Name 

Title 

Date 
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Confidentiality Policy 
1. Policy Statement

Loida British is committed to maintaining the confidentiality of all personal, sensitive, and 
proprietary information. This policy outlines our commitment to safeguarding such information 
from unauthorised access, use, or disclosure. We recognise that the trust of our clients, staff, 
and stakeholders is paramount, and we take all necessary measures to protect the 
confidentiality of their information. 

2. Objectives

• To ensure that confidential information is protected and managed appropriately.

• To prevent unauthorized access, use, or disclosure of confidential information.

• To comply with relevant laws and regulations concerning confidentiality and data
protection.

• To build and maintain trust with clients, staff, and stakeholders by upholding high
standards of confidentiality.

3. Scope

This policy applies to all staff, clients, contractors, and any other individuals associated with 
Loida British. It covers all forms of information, including verbal, written, electronic, and other 
formats that are considered confidential. 

4. Procedures

4.1 Guidelines

• Definition of Confidential Information: Clearly define what constitutes confidential
information. This includes, but is not limited to, personal data, financial records,
business plans, proprietary research, and client information.

• Access Control: Limit access to confidential information to authorised individuals only.
Implement role-based access control to ensure that staff members have access only
to the information necessary for their roles.

• Non-Disclosure Agreements (NDAs): Require staff, contractors, and any third
parties with access to confidential information to sign NDAs as a condition of
employment or engagement.

4.2 Training 

• Confidentiality Training: Provide regular training on confidentiality issues for all staff.
This includes initial training during onboarding and ongoing refresher courses.

• Awareness Programs: Conduct awareness programs to ensure that all staff
understand the importance of maintaining confidentiality and the potential
consequences of breaches.

4.3 Breach Handling 

• Breach Reporting: Establish clear procedures for reporting breaches of
confidentiality. Ensure that all staff are aware of the reporting process and understand
the importance of prompt reporting.
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• Incident Response: Implement an incident response plan to handle breaches of
confidentiality. This includes steps to contain the breach, assess the impact, notify
affected parties, and mitigate further risks.

• Investigation and Follow-up: Conduct thorough investigations of any reported
breaches. Take appropriate disciplinary action against individuals responsible for
breaches and implement measures to prevent recurrence.

4.4 Secure Storage 

• Physical Security: Ensure that all physical documents containing confidential
information are stored in secure, locked locations. Limit access to these locations to
authorized personnel only.

• Electronic Security: Use encryption and other security measures to protect electronic
data. Ensure that all electronic devices used to store or access confidential information
are secure and regularly updated with the latest security patches.

• Data Retention and Disposal: Implement a data retention policy that specifies how
long confidential information should be retained and the methods for secure disposal.
Ensure that confidential information is securely deleted or shredded when no longer
needed.

5. Individual Responsibilities

5.1 Management Responsibilities

• Ensure that the confidentiality policy is implemented and adhered to throughout the
organisation.

• Provide resources for confidentiality training and initiatives.

• Monitor compliance with the confidentiality policy and address any issues promptly.

5.2 Staff Responsibilities 

• Comply with the confidentiality policy and attend all required training sessions.

• Handle confidential information with care and in accordance with the guidelines
outlined in this policy.

• Report any breaches or concerns about confidentiality to the appropriate authority
immediately.

6. Legal Compliance

Loida British will comply with all relevant laws and regulations concerning confidentiality, 
including but not limited to the GDPR, Data Protection Act 2018, and other applicable UK 
legislation. We will also adhere to industry best practices and standards for managing 
confidential information. 

7. Review and Monitoring

This policy will be reviewed annually or as required to ensure its effectiveness and compliance 
with relevant laws and best practices. Regular audits will be conducted to monitor compliance 
with this policy and identify areas for improvement. 
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By adhering to this Confidentiality Policy, Loida British ensures the protection of sensitive 
information, fostering trust and confidence among clients, staff, and stakeholders. This policy 
supports our commitment to ethical and responsible information management 

Approved by: 

Name 

Title 

Date 




