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Privacy and Data Protection Policy

1 INTRODUCTION

The Flower Meadow is a trading name of Meadow3 Limited. This document sets
out the Privacy and Data Protection Policy of Meadow?3 Limited trading as The
Flower Meadow. The Flower Meadow operates from Rhydlewis near LLANDYSUL in
West Wales where we grow and sell seasonal Welsh flowers.

This document is made available to all staff.
2 GENERAL STATEMENT OF POLICY
21 POLICY STATEMENT

Our policy is to conduct business in an ethical and honest manner, and we are
committed to ensure all customers feel confident in the use of personal data and
the importance of its security. This policy is specifically enacted to ensure
compliance, by The Flower Meadow, with the terms of UK Legislation and the
European General Data Protection Regulation (GDPR).

We will constantly uphold all laws relating to Data Protection in all the jurisdictions
in which we operate. We are bound by the laws of the UK. Even though the UK is
not a member of the European Union The Flower Meadow will maintain Data
Protection in line with GDPR, and any subsequent UK legislation, as a matter of
good practice and to maintain our ability to trade with customers within the
European Union.

This policy, and the way it has operated, will be reviewed every year.
22 RESPONSIBILITIES

The ultimate responsibility for this Data Protection Policy in the company is that of
the Directors, who are responsible for this policy being adhered to within The
Flower Meadow.

This policy applies to all employees (whether temporary, fixed-term, or permanent),
consultants, seconded staff, casual workers, volunteers, interns or any of our
subsidiaries or their employees, no matter where they are located (within or
outside of the UK). The policy also applies to Officers, Trustees, Board, and/or
Committee members at any level.

Any arrangements our company makes with a third party is subject to clear
contractual terms, including specific provisions that require the third party to
comply with minimum standards and procedures relating to GDPR.

All employees have the responsibility to uphold this policy and report any concerns
immediately they arise.
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3.3.2

DEFINITIONS

DEFINITION OF DATA

Data is information that can be defined as ‘personal data’ under the terms of
GDPR. This information is that which can identify an individual, either directly or
indirectly, through its association with other data. Examples include, but are not
limited to;

e Names

e Addresses

e Email addresses

e Telephone numbers

e Cultural information

e Financial information

This data can be contained in applications, such as communication clients (such as
MS Outlook), documents, and databases.

DEFINITION OF DATA PROTECTION

Data Protection defines the controls and procedures that are adopted by the
company to safeguard the personal data associated with individuals. These
individuals can be internal to the business; employees, or external to the business;
customers.

LAWFUL BASIS FOR HOLDING DATA

The Flower Meadow holds data, in accordance with section 3.1 of this policy, in
order to carry out its day-to-day business. This data is necessary to communicate
with customers and potential customers. The Flower Meadow's lawful basis for
holding data under the terms of GDPR is that of “Legitimate Interest” and
“Contract”.

Legitimate Interest

To allow The Flower Meadow to communicate with our prospective customers and
suppliers, it is both necessary and customary to exchange and hold information as
defined in section 3.1. of this policy.

Contract

To allow The Flower Meadow to communicate with our customers and suppliers,
who the company is under contract to supply services to or receive services or
goods from, it is both necessary and customary to exchange, and hold information
as defined in section 3.1. of this policy.
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4.3.2

4.3.3

DATA PROTECTION CONTROLS
INTRODUCTION

Meadows3 is a Cyber Essentials registered company and as such has demonstrated
compliance with standards set out by the UK'’s National Cyber Security Centre. This
certification ensures controls are in place to protect both personal and confidential
company and individual data.

WHERE DATA IS STORED

The Flower Meadow customer and supplier data is stored on both Desktop
Personal Computers, a Microsoft Azure Hosted Exchange server and Microsoft
OneDrive for Business.

PROTECTION SYSTEMS

The Flower Meadow wiill protect all data by using a combination of physical and
soft security in accordance with the principles of the Meadow3’s continued Cyber
Essentials Certification:

Desktop Personal Computing Equipment:

e All desktop computer systems or servers that contain personal information will
be in areas where access is limited to The Flower Meadow staff.

e All desktop computer equipment will require a Password or PIN number to be
entered to access the system and thus any personal data. Passwords and PINS
will be in accordance with Meadow3’s Cyber Security Policy, POLOO7 which is in
alignment with our continued Cyber Essential Certification.

Portable Personal Computing Equipment:

e All portable computer systems that contain, or have access to, personal
information will be used in a way that access is limited to The Flower Meadow
staff. This necessitates that the equipment user exercises their duty of care to
physically protect the computer from theft and unauthorised access.

e All portable computer equipment will require a Password or PIN number to be
entered to access the system and thus any personal data. Passwords and PINS
will be in accordance with Meadow3’s Cyber Security Policy, POLOO7 which is in
alignment with our continued Cyber Essential Certification.

Mobile Devices - Phones and Tablets

e All mobile devices that contain, or have access to, personal information will be
used in a way that access is limited to The Flower Meadow staff. This
necessitates that the equipment user exercises their duty of care to physically
protect the device from theft and unauthorised access.

e Mobile devices will require a Password or PIN humber to be entered to access
the system and thus any personal data. Passwords and PINS will be in
accordance with Meadow?3's Cyber Security Policy, POLOO7 which is in
alignment with our continued Cyber Essential Certification.
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44 DATA RETENTION

Personal data will be securely held in The Flower Meadow systems as long as it is
appropriate. At any time, it can be requested that personal information is removed
from The Flower Meadow systems. Information will then be permanently erased.

5 MONITORING AND REVIEWING

Meadow3'’s Board is responsible for monitoring the effectiveness of this policy and
will review the implementation of it on a regular basis. The Board will assess its
suitability, adequacy, and effectiveness.

Any need for improvements will be applied as soon as possible. Employees are
encouraged to offer their feedback on this policy if they have any suggestions for
how it may be improved. Feedback of this nature should be addressed to the
Board.

6 NON-COMPLIANCE

If any individual, who it is reasonable to assume has a responsibility under the
terms of this policy, breaches its terms they will face disciplinary action and could
face dismissal for gross misconduct. The Flower Meadow has the right to terminate
a contractual relationship with an employee, or other individual, if a breach this
policy occurs.

Meadow3 Limited
Llain Manal
Rhydlewis
LLANDYSUL
SA&44 5QH
Tel: 01454 550525

E-mail: accounts@meadow3.co.uk
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