Ariadne Associates – Data Protection
The General Data Protection Regulation (GDPR) and the Data Protection Act 2018, as amended require all organisations to ensure that they comply with strict rules on the retention and processing of personal data. This policy sets out how we will comply with these rules.
Ariadne Associates holds 3 types of personal data and our approach differs slightly depending on the type of data.
1. Client information
This includes information such as the names of specific individuals who work for clients, email addresses and other contact information. This information is held so that we can provide you with advice and support in the format that you find most convenient. 
We will only send marketing information (including our regular employment law update) to you if you have explicitly consented to receive this, unless you are a client on a retainer agreement where the employment law update is provided as part of that service. 
If you are the key contact at a client and leave that organisation, your contact details will normally be deleted from our systems. Note that this only applies to data held directly by us, not professional connections via online services such as LinkedIn, etc.
2. Employee information
Clients may provide us with personal information regarding their employees for the purposes of receiving professional advice. Examples might include providing salary, service and age information so that we can advise on redundancy payments, or a spreadsheet containing information in connection with a TUPE transfer. 
We will assume that if you pass us such information that you hold it lawfully. It is also your responsibility to ensure that it is provided in a secure way. We will ensure that correspondence to you that includes personal information regarding your employees (or others) is provided in a secure way. Any data which is transferred to a third party (e.g. as part of a TUPE transfer) will also be processed in a secure manner. 
We will retain any personal information relating to your employees securely.  Paper files are securely locked in our offices and electronic data is normally held on our own systems. We may use Cloud-based storage (OneDrive, Dropbox etc) provided we are satisfied that they comply with Data Protection requirements. Data is not transferred or processed outside the EU.
Any personal information will be securely destroyed or deleted from our systems after 6 months have elapsed from the end of the work you have requested us to undertake. We retain information for this period in order to be able to respond to queries after the event, or in the case of subsequent claims via the Employment Tribunal or other systems. Data will not be destroyed/deleted if there is an ongoing Employment Tribunal or other legal case. 

3. Recruitment 
We are sometimes retained to manage a recruitment exercise for clients. In this situation we are responsible for handling applications on your behalf. Any candidate details will be used solely for the specific recruitment exercise only. 
We will retain any personal information relating to candidates securely.  Paper files are securely locked in our offices and electronic data is normally held on our own systems. We may use Cloud-based storage (OneDrive, Dropbox etc).  Data is not transferred or processed outside the EU.
We do not use automated software to make recruitment decisions, including shortlisting.
Any candidate information we hold (CVs, applications forms etc) will be destroyed no later than 6 months after the position has been filled. 
Ariadne Associates are not a recruitment agency and do not retain speculative CVs from job seekers.
Other
If individuals wish to have copies of data we hold on them, this will be provided within the time limits laid down by the legislation. They also have the right to request rectification or deletion of such information. 
Information you provide to us which does not contain personal data about individuals is not covered by this policy, but will of course be stored confidentially.
Any queries under this policy or in relation to any aspect of data protection should be made to Simon Jones, Director of Ariadne Associates.
This policy will be review on an annual basis to ensure that it is still meets both legal and operational requirements. 
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