RD Electrical & Maintenance Services Ltd 
Privacy Notice
Introduction
Uplifted is committed to protecting and respecting your privacy. This Privacy Notice explains how we collect, use, store and protect your personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Contact Details
If you have any questions about this Privacy Notice or how your information is handled, please contact info@rd-ems.co.uk
What Information We Collect
We may collect and process:
· Name
· Address
· Telephone number
· Email address
· Property details relevant to works undertaken
· Enquiry, quotation and job records
· Photographs of work areas and completed works
· Payment and invoicing records
· Correspondence relating to projects
How We Collect Information
Information may be collected when:
· You contact us
· Request a quotation
· Engage us to undertake work
· Communicate with us during a project
How We Use Your Information
We use your personal information to:
· Provide quotations
· Deliver electrical and maintenance services
· Schedule and manage work
· Maintain customer records
· Produce invoices
· Meet legal, insurance and regulatory requirements
· Improve our services
We will only use your information where we have a lawful basis to do so.
Job Management Systems
Customer information may be securely stored within Tradify, our job management software. Location information may be used through Google Maps for route planning and scheduling purposes.
Photographs
Photographs may be taken before, during or after works for record-keeping, quality assurance, insurance or quotation purposes. Photographs will not be used for marketing without your consent. You may withdraw consent for future marketing use at any time.
Storage and Security
We take appropriate measures to protect personal information from loss, unauthorised access, misuse or disclosure.
Sharing Information
We do not sell personal information. Information may be shared where reasonably necessary with:
· Accountants
· Professional advisers
· Insurers
· Regulatory authorities
· Software providers acting as data processors
Retention of Information
Personal information is retained only for as long as necessary for business, legal and accounting purposes. Further details are available in our Data Retention Policy.
Your Rights
You have the right to:
· Access your personal information
· Request correction of inaccurate information
· Request deletion of information where appropriate
· Restrict processing in certain circumstances
· Object to processing in certain circumstances
· Request transfer of your data where applicable
· Withdraw consent where processing is based on consent
Complaints
If you are unhappy with how your information has been handled, please contact us in the first instance at info@rd-ems.co.uk. You also have the right to complain to the Information Commissioner's Office (ICO).
Review
This Privacy Notice will be reviewed periodically and updated where necessary.


RD Electrical & Maintenance Services Ltd 
Data Protection Policy
Policy Statement
RD Electrical & Maintenance Services Ltd is committed to protecting the privacy, confidentiality and security of personal information. We recognise the importance of handling personal data responsibly and are committed to complying with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other applicable data protection legislation. This policy sets out the principles and standards that govern how we collect, use, store, share and dispose of personal information.
Scope
This policy applies to all personal information processed by RD Electrical & Maintenance Services Ltd, whether held electronically or in paper format. It applies to information relating to customers, prospective customers, suppliers, contractors and other individuals whose personal data we process.
Data Protection Principles
We will ensure that personal data is:
Lawful, Fair and Transparent
Personal information will only be collected and used where there is a lawful basis for doing so. We will be clear about how and why information is used.
Collected for Specified Purposes
Information will only be collected for legitimate business purposes and will not be used in ways that are incompatible with those purposes.
Adequate, Relevant and Limited
We will only collect information that is necessary for the services we provide and our legitimate business activities.
Accurate
We will take reasonable steps to ensure personal information is accurate and kept up to date where appropriate.
Retained for No Longer Than Necessary
Information will be retained only for as long as required to fulfil business, legal, insurance or regulatory obligations.
Secure
Appropriate technical and organisational measures will be used to protect personal information from loss, misuse, unauthorised access, disclosure or destruction.


Personal Information We May Process
Depending on the nature of our services, we may process:
· Names
· Postal addresses
· Email addresses
· Telephone numbers
· Appointment and booking information
· Customer correspondence
· Quotations and invoices
· Payment records
· Photographs relating to services provided
· Notes relevant to the delivery of services
· Supplier and contractor information
We do not intentionally collect more information than is necessary.
Lawful Bases for Processing
We may process personal information under one or more of the following lawful bases:
Contract
Where processing is necessary to provide requested services or fulfil contractual obligations.
Legal Obligation
Where processing is required to comply with legal, regulatory, tax or accounting requirements.
Legitimate Interests
Where processing is necessary for the legitimate operation and administration of the business, provided that these interests do not override the rights and freedoms of individuals.
Consent
Where consent is required, such as for the use of photographs in marketing materials or future marketing communications. Individuals may withdraw consent at any time.
Storage and Security
We take appropriate measures to protect personal information, including:
· Use of password-protected devices and accounts
· Secure cloud-based business systems
· Restricted access to information
· Regular software and security updates
· Secure disposal of records when no longer required
Personal information will only be accessible to those who require it for legitimate business purposes.


Use of Third-Party Systems
We use trusted third-party service providers to support our business operations.
These may include:
· Customer relationship management systems
· Job management software
· Email providers
· Accounting software
· Cloud storage providers
· Website hosting providers
Where third parties process personal information on our behalf, we take reasonable steps to ensure appropriate data protection safeguards are in place.
Photographs
Photographs may be taken as part of delivering services, documenting work, preparing quotations, maintaining records or monitoring progress.
Photographs will not be used for marketing purposes without the individual's consent.
Data Sharing
We do not sell personal information.
Information will only be shared where necessary to:
· Deliver services
· Obtain professional advice
· Meet legal or regulatory obligations
· Protect our legal rights
Any sharing will be limited to the information necessary for the purpose concerned.
Individual Rights
Individuals have rights under UK GDPR, including the right to:
· Access personal information held about them
· Request correction of inaccurate information
· Request erasure of information where applicable
· Restrict processing in certain circumstances
· Object to certain processing activities
· Request data portability where applicable
· Withdraw consent where consent is relied upon
Requests should be submitted using the contact details provided in our Privacy Notice.
Data Breaches
Any actual or suspected personal data breach will be investigated promptly and managed in accordance with our Data Breach Procedure.
Where required by law, breaches will be reported to the Information Commissioner's Office (ICO) and affected individuals.
Complaints
Concerns regarding the handling of personal information should be raised with RD Electrical & Maintenance Services Ltd in the first instance.
Complaints will be handled in accordance with our Data Protection Complaints Policy.
Individuals also have the right to complain to the Information Commissioner's Office (ICO).
Responsibilities
As a sole trader/small business, the business owner is responsible for:
· Ensuring compliance with this policy
· Maintaining appropriate security measures
· Responding to data protection requests
· Managing data protection incidents
· Reviewing policies and procedures regularly
Monitoring and Review
This policy will be reviewed annually or sooner if there are significant changes to legislation, business activities or data processing practices.
Policy Version: 1.0
Date Adopted: 01/06/2026
Next Review Date: 12 months from adoption



RD Electrical & Maintenance Services Ltd 
Data Retention Policy
Purpose
RD Electrical & Maintenance Services Ltd is committed to ensuring that personal information is retained only for as long as necessary and is disposed of securely when no longer required.
This policy outlines how long personal information is typically retained and how records are securely managed.
Retention Principles
We will:
· Only retain personal data for legitimate business, legal or regulatory purposes.
· Ensure personal information is accurate and up to date where practicable.
· Securely delete or destroy information that is no longer required.
· Regularly review stored information.
Retention Periods
	Record Type
	Typical Retention Period

	Customer enquiries that do not become clients/customers
	12 months

	Customer records and correspondence
	6 years after the end of the relationship

	Quotations and job records
	6 years

	Invoices and financial records
	6 years plus the current financial year

	Photographs relating to work carried out
	6 years

	Complaints records
	6 years after resolution

	Data protection requests and correspondence
	3 years after closure


Retention periods may be extended where required for legal proceedings, insurance claims or regulatory investigations.
Secure Disposal
When information is no longer required, it will be securely deleted, shredded or otherwise destroyed to prevent unauthorised access.
Electronic records will be permanently removed from business systems where reasonably practicable.
Review
This policy will be reviewed annually and updated as required.

RD Electrical & Maintenance Services Ltd 
Data Breach Procedure
Purpose
This procedure sets out the steps RD Electrical & Maintenance Services Ltd will take in the event of a personal data breach.
A personal data breach is a security incident that results in accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to, personal information.
Examples of Data Breaches
Examples include:
· Sending personal information to the wrong recipient
· Loss or theft of a device containing personal data
· Unauthorised access to business systems
· Accidental deletion of personal information
· Disclosure of personal information without permission
Immediate Action
Any actual or suspected breach should be investigated immediately.
Where a breach is identified, we will:
1. Contain the breach where possible.
2. Assess what information is affected.
3. Assess the potential risks to individuals.
4. Record the details of the incident.
5. Take steps to prevent further occurrences.
Assessing Risk
We will consider:
· The type of information involved.
· The number of individuals affected.
· The likelihood of harm.
· Whether the information could be misused.
Reporting to the ICO
Where a breach is likely to result in a risk to the rights and freedoms of individuals, the Information Commissioner's Office (ICO) will be notified without undue delay and, where required, within 72 hours of becoming aware of the breach.
Informing Individuals
Where a breach is likely to result in a high risk to individuals, affected individuals will be informed as soon as reasonably practicable.
Record Keeping
All data breaches, including those not reported to the ICO, will be documented and retained for audit and compliance purposes.
Review
Following any breach, procedures and safeguards will be reviewed to reduce the likelihood of recurrence.


RD Electrical & Maintenance Services Ltd 
Subject Access Request Procedure
Purpose
Individuals have the right to request access to personal information held about them under UK GDPR. This procedure explains how RD Electrical & Maintenance Services Ltd handles Subject Access Requests (SARs).
Making a Request
Requests should be made by email to info@rd-ems.co.uk. Requests do not need to mention "Subject Access Request" specifically but should make it clear that the individual is seeking access to their personal information.
Verification
Before providing information, we may request proof of identity to ensure personal information is disclosed only to the correct individual.
Response Timescale
We will normally respond within one calendar month of:
· Receiving the request; and
· Receiving any information necessary to verify identity.
Where requests are particularly complex, we may extend the response period by up to two additional months and will explain the reason for the delay.
Information Provided
Where applicable, we will provide:
· Confirmation that personal data is being processed.
· A copy of relevant personal information.
· Information about how the data is used.
· Information about retention periods.
· Information about an individual's rights.
Refusal of Requests
Requests may be refused or limited where exemptions apply under data protection legislation. Any refusal will be explained in writing.
Charges
Requests are normally provided free of charge. A reasonable fee may be charged where requests are manifestly unfounded, excessive or repetitive.
Record Keeping
A record of requests received and responses provided will be maintained for compliance purposes.

Data Protection Complaints Policy
Purpose
RD Electrical & Maintenance Services Ltd is committed to handling personal information fairly, lawfully and transparently. This policy explains how individuals can raise concerns or complaints regarding the handling of their personal data.
Making a Complaint
Complaints should be submitted to info@rd-ems.co.uk. The complaint should include:
· Name and contact details.
· Details of the concern.
· Relevant dates and circumstances.
· Any supporting information.
Acknowledgement
We will normally acknowledge receipt of a complaint within five working days.
Investigation
Complaints will be investigated promptly and impartially. We may request additional information where necessary.
Response
We aim to provide a full response within one calendar month. Where a complaint is particularly complex, we will explain any delay and provide an updated timescale.
Possible Outcomes
Following investigation we may:
· Provide an explanation.
· Correct inaccurate information.
· Update or delete information where appropriate.
· Amend procedures.
· Take other appropriate remedial action.
Escalation
If you remain dissatisfied with our response, you have the right to complain to the Information Commissioner's Office (ICO).
Continuous Improvement
Complaints will be reviewed to identify opportunities to improve data protection practices and procedures.
Review
This policy will be reviewed annually and updated where required.


