Employee privacy notice

Data controller: ABG Ltd, E7 Meltham Mills Road, Meltham, Holmfirth, HD9 4DS
Data protection officer: Alek Jovetic (Finance Director)

ABG collects and processes persono| data re|ofing fo its emp|oyees fo manage the emp|oymeni re|orionsbip.
ABG is committed to being transparent about how it collects and uses that data and to meeting its data
protection ob|igorions.

1. What information does ABG collect?
ABG collects and processes a range of information about you. This includes:

- your name, address and contact deroi|s, inc|uding email address and ’re|epbone number, date of birth
and gender;

- the terms and conditions of your employment;

- details of your quo|iiico‘rions, skills, experience and emp|oymenr nisrory, inc|uding start and end dates,
with previous emp|oyers and with the Company;

- information about your remuneration, inc|uding entitlement to benefits such as pensions or insurance
cover;

- details of your bank account and national insurance number;

- information about your marital status, next of kin, dependon’rs and emergency contacts;
- information about your noriono|iiy and entitlement to work in the UK;

- information about your criminal record;

- Information about your driving convictions;

- details of your schedule (doys of work and Working hours) and attendance at work;

- details of periods of leave taken by you, inciuding boiidoy, sickness absence, iomiiy leave, and the
reasons for the leave;

- details of any discipiinory or grievance procedures in which you have been involved, inciuding any
warnings issued to you and related correspondence;

- assessments of your periormonce, inciuding opproisois, performonce reviews and ratings, fraining you
have poriicipoied in, periormonce improvement pions and related correspondence;

- pboios, videos and images of you;

- information about medical or health conditions, inciuding whether or not you have a disobiiiiy for which
the company needs to make reasonable odjusfmenis;

- details of trade union membership; and

- equoi opportunities monitoring information, inciuding information about your ethnic origin, sexual
orientation, health and reiigion or belief.

ABG collects this information in a variety of ways. For example, data is collected through application forms, CVs
or resumes; obtained from your passport or other idenfiiy documents such as your driving licence; from forms
compieied by you at the start of or during your emp|oymen’r; from correspondence with you; or ‘rbrougb
intferviews, meetings or other assessments.

In some cases, the company collects persono| data about you from third parties, such as references supp|ied by
former empioyers, information from empioymeni bockground check providers, information from credit reference
agencies and information from criminal records checks permi’r’red by law.

Data is stored in a range of different p|oces, inc|uding in your personne| file, in the company's HR management
systems and in other IT systems, inc|uding the company's email system and poyro|| system.
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2. Why does ABG process personal data?

ABG needs to process data to enter into an employment contract with you and to meet its obligations under
your ernp|oymer1’r contract. For exomp|e, it needs to process your data to provide you with an emp|oymenf
contract, to pay you in accordance with your employment contract and to administer benefits, pension and
insurance entitlements.

In some cases, the company needs to process data to ensure that it is complying with its legal obligations. For
example, it is required to check an employee's entitlement to work in the UK, to deduct tax, to comply with
health and sofery laws and to enable emp|oyees to take periods of leave to which fhey are entitled.

In other cases, ABG has a legitimate interest in processing personal data before, during and after the end of the
emp|oymenr re|o’rionship. Processing emp|oyee data allows the company fo:

- maintain accurate and up-to-date employment records and contact details (including details of who to
contact in the event of an emergeﬂcy), and records of emp|oyee contractual and statutory righ’rs;

- operafe and keep a record of discip|inory and grievance processes, to ensure occeprob|e conduct within
the Workp|oce;

- operate and keep a record of emp|oyee performonce and related processes inc|uding fraining, fo p|on
for career development, and for succession planning and workforce management purposes;

- operate and keep a record of absence and absence management procedures, to allow effective
workforce management and ensure that emp|oyees are receiving the pay or other benefits to which ’rhey
are enfi’r|ed;

- obtain occupoﬁono| health advice, to ensure that it comp|ies with duties in relation to individuals with
disabilities, meet its obligations under health and safety law, and ensure that employees are receiving
the pay or other benefits to which Jrhey are entitled;

- operafe and keep a record of other types of leave (inc|uding mafternity, paternity, odopfion, porenro|
and shared poren’ro| leave), to allow effective workforce management, fo ensure that the company
comp|ies with duties in relation to leave entitlement, and to ensure that emp|oyees are receiving the pay
or other benefits to which ‘rhey are enﬂHed;

- ensure effective genero| HR, business odminisrrorion, promoriono| and morkering activities;

- provide references on request for current or former employees;

- respond to and defend against |ego| claims; and

- maintain and promote equo|i’ry in the workp|oce.

Some special categories of personal data, such as information about health or medical conditions, is processed
to carry out emp|oymer1’r law ob|igo’rions (such as those in relation to emp|oyees with disabilities and for health
and sor[e’ry purposes). Information about trade union membership is processed to allow the company to operate
check-off for union subscrip‘rions.

Where the company processes other specio| categories of persono| data, such as information about ethnic origin,
sexual orientation, health or re|igion or belief, this is done for the purposes of equo| opportunities monitoring.

3. Who has access to data?

Your information will be shared inrerno“y, inc|uding with members of the HR team, poyro|| tfeam, your line
manager, managers in the business area in which you work, IT staff if access to the data is necessary for
performonce of their roles and Directors.

ABG may share your data with third parties in order to obtain pre—emp|oymer1r references from other emp|oyers,
obtain emp|oymenr bockground checks from fhird—porr\/ providers and obtain necessary criminal records checks
from the Disclosure and Barring Service. ABG may also share your data with third parties in the context of a
sale of some or all of its business. In those circumstances the data will be subject to confidentiality arrangements.

ABG also shares your data with third parties that process data on its behalf in connection with, the provision of
benefits, pensions and the provision of occupofiono| health services when requiredr
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ABG will not transfer your data to countries outside the European Economic Area.

4. How does ABG protect data?

ABG takes the security of your data seriously. The company has internal policies and controls in place to try to
ensure that your data is not lost, occiden’ro”y desrroyed, misused or disclosed, and is not accessed except by its
employees in the performance of their duties. This includes the ABG Data Protection Policy, Sales and
Marketing GDPR policy and the procedure for requesting personal data.

Where the company engages third parties to process persorio| data on its behalf, Jrhey do so on the basis of
written instructions, are under a duty of com[idenrioh‘ry and are obliged to implement appropriate technical and
orgonisoriono| measures to ensure the security of data.

5. For how long does ABG keep data?

ABG will hold your persono| data for at least the duration of the recruitment period and your emp|oymenr. The
periods for which your data is held after the end of emp|oymerif are dictated by the UK statutory retention
periods where opp|icob|e. For many types of HR records and data there is no definitive retention period. In
these cases, in line with the UK Limitation Act 1980, which contains a six year time limit for starting many |ego|
proceedings, records and data will be kepr for a corresporiding six year period from the end of the financial year
in which the effective date of termination falls. The relevant retention periods are:

Statutory retention periods:

- Accident books, accident records/reporis: 3 years from the date of the last entry.
- Accounting records: 3 years.

- Income tax and NI returns, income tax records and correspondence with HMRC: not less than 3 years
after the end of the financial year to which iriey relate.

- Medical records as specified by the Control of Substances Hazardous to Health Regulations (COSHH):
40 years from the date of the last entry.

- National minimum wage records: 3 years after the end of the pay reference period fo||owing the one
that the records cover.

- Records of tests and examinations of control systems and protective equipment under the Control of
Substances Hazardous to Health Regulations (COSHH): 5 years from the date on which the tests were
carried out.

- Retirement Benefits Schemes - records of notifiable events, for exomp|e, re|oring to incapacity: 6 years
from the end of the scheme year in which the event took p|oce.

- Statutory Maternity Pay records, calculations, certificates (Mat Bls) or other medical evidence: 3 years
after the end of the tax year in which the maternity period ends.

- Wage/salary records (also overtime, bonuses, expenses): 6 years.
- \)\/orking time records: 2 years from date on which ’rhey were made.

Non-s’rc’ru’rory retention periods:

- App|icorion forms and interview notes (for unsuccessful candidates): 12 months. Successful job
applicants documents will be transferred to the personnel file in any event.

- Assessments under health and sore’ry regu|ofions and records of consultations with sofefy representatives
and committees: permonenﬂyi

- Inland Revenue/HMRC approvals: permanently.
- Parental leave: 18 years from the birth of the child.

- Personnel files and fraining records (inc|uding discip|inory records and working time records): 6 years
after the financial year in which emp|oymemL ceases.
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- Redundancy details, calculations of payments, refunds, notification to the Secretary of State: 6 years
from the date of redundoncy

- Statutory Sick Pay records, calculations, certificates, self-certificates:6 years after the financial year in
which employment ceases.

Your rights

As a data subject, you have a number of rights. You can:

- access and obtain a copy of your data on request;
- require the company to change incorrect or incomplete data;

- require the company fto delete or stop processing your data, for exomp|e where the data is no |onger
necessary for the purposes of processing;

- object to the processing of your data where the company is relying on its legitimate interests as the legal
ground for processing; an

- ask the company to stop processing data for a period if data is inaccurate or there is a dispure about
whether or not your interests override the company's |egirimo’re grounds for processing data.

If you would like to exercise any of these righrs, p|eose contact hr@abgltd.com or info@abgltd.com

If you believe that ABG has not comp|ied with your data protection righ‘rs, you can comp|oir1 to the Information
Commissioner.

6. What if you do not provide personal data?

You have some ob|igo’rions under your emp|oymenr contract fo provide ABG with data. In porficu|or, you are
required fo report absences from work and the reasons for absence, and may be required fo provide information
about disciplinary or other matters under the implied duty of good faith. You may also have to provide ABG
with data in order to exercise your statutory righfs, such as in relation to statutory leave entitlements. Foi|ing fo
provide the data may mean that you are unable to exercise your statutory righrs.

Certain information, such as contact details, your rigri’r to work in the UK and payment details, have to be
provided to enable the company fo enter a confract of emp|oymen’r with you. If you do not provide other

information, this will hinder ABG's obi|i’ry to administer the rigrirs and ob|igofioris arising as a result of the
emp|oymenr re|o’riorisriip efficienﬂy.

7. Automated decision moking

Emp|oymenr decisions are not based on automated decision—moking.

Signed

7

"y

Managing Director
7t March 2024
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