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1. Policy Statement
Adam Smith Magician is committed to protecting the privacy, confidentiality, integrity, and
security of personal data. We process personal information in accordance with the UK General
Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and other applicable
data protection legislation.
This policy outlines our commitment to lawful, fair, and transparent processing of personal
data and applies to all employees, contractors, volunteers, and third parties acting on behalf of
the organisation.
2. Scope
This policy applies to:

o Employees

e Contractors

¢ Volunteers

e Consultants

e Temporary staff

e Third-party service providers

It applies to all personal data processed by the organisation regardless of format, including
electronic, paper, audio, video, and photographic records.

3. Data Protection Principles
The organisation will ensure personal data is:
Lawful, Fair and Transparent

Personal data will be processed only where there is a lawful basis and individuals are informed
about how their data is used.

Purpose Limitation
Data will only be collected for specified, explicit, and legitimate purposes.

Data Minimisation
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Only the minimum amount of personal information necessary for the intended purpose will be
collected and processed.

Accuracy

Reasonable steps will be taken to ensure personal data remains accurate and up to date.
Storage Limitation

Personal data will not be retained longer than necessary.

Integrity and Confidentiality

Appropriate technical and organisational measures will be implemented to protect personal
data against unauthorised access, loss, destruction, or damage.

Accountability

The organisation accepts responsibility for demonstrating compliance with data protection
legislation.

4. Lawful Bases for Processing
Personal data will only be processed where one or more lawful bases apply:

o Consent

e Contractual necessity
¢ Legal obligation

e Vital interests

e Public task

o Legitimate interests

The appropriate lawful basis will be identified before processing begins.
5. Individual Rights
The organisation recognises the following rights of individuals:

¢ Right to be informed

e Right of access

¢ Right to rectification

¢ Right to erasure

¢ Right to restrict processing

¢ Right to data portability

¢ Right to object

¢ Rights relating to automated decision-making and profiling

Requests relating to these rights will be handled promptly and in accordance with statutory
timescales.
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6. Data Subject Access Requests (DSARs)

Individuals may request access to their personal data.

The organisation will:

Verify the identity of the requester

Record the request

Respond within one calendar month where required
Provide information in a clear and accessible format

7. Information Security

The organisation will implement appropriate safeguards including:

Secure passwords

Multi-factor authentication where appropriate
Access controls

Encryption where necessary

Secure backups

Malware protection

Staff awareness training

Access to personal data will be restricted to authorised personnel only.

8. Data Retention and Disposal

Personal information will be retained only for as long as necessary for business, legal, or
regulatory purposes.

When no longer required, personal data will be securely deleted, destroyed, or anonymised.

9. Data Breaches

All actual or suspected personal data breaches must be reported immediately.

The organisation will:

Investigate the breach

Assess risks to individuals

Take corrective action

Notify the relevant supervisory authority where legally required

Inform affected individuals where there is a high risk to their rights and freedoms
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10. Third-Party Processors
Where third parties process personal data on behalf of the organisation:

e Appropriate due diligence will be undertaken
e  Written agreements will be in place
e Processors must provide adequate security measures
e Compliance will be monitored where appropriate
11. Training and Awareness
Personnel handling personal data will receive appropriate training and guidance regarding:
o Data protection obligations
¢ Information security
¢ Incident reporting procedures
e Individual rights
12. Monitoring and Compliance

Compliance with this policy will be monitored regularly.

Failure to comply with this policy may result in disciplinary action and, where appropriate,
legal proceedings.

13. Responsibilities
Management
Management is responsible for:
o Ensuring compliance with data protection legislation
e Providing resources for compliance activities
e Promoting a culture of data protection
Employees and Representatives
Individuals working on behalf of the organisation are responsible for:
¢ Following this policy
e Protecting personal data

e Reporting incidents promptly
e Completing required training
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14. Contact Information

For data protection enquiries, complaints, or requests relating to personal information, please
contact:

Data Protection Officer / Privacy Contact
Name: Jax Smith

Email: info@adams-magic.co.uk
Telephone: 07469 241 313

15. Policy Review

This policy will be reviewed annually or sooner if required by changes in legislation, regulatory
guidance, organisational practices, or identified risks.



