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Three plain-English templates for small businesses to adapt into their own policies, from Social Impact Support Ltd.
How to use these templates
These are starting points, not legal advice. Free to use and adapt for your own business. A policy only helps if it describes what you really do, so write for your business, not an ideal one.
· ☐ Replace everything in [square brackets] with your own details
· ☐ Delete any section that does not apply to you
· ☐ Delete the italic guidance notes before you publish
· ☐ Only keep commitments you will actually follow
· ☐ Put a review date on each policy and diarise it
· ☐ Tell your team where the policies live and what they say
· ☐ For anything high-risk (for example, working with children), take specialist advice
Template 1: Data protection and privacy policy
We collect only the personal information we need, keep it secure and never sell it. Last reviewed: [month and year]. Next review: [month and year].
Who we are. [Business name] ([company number, if any]) is responsible for your personal data. Registered address: [address]. Contact: [name, email].
What we collect. Tick or delete as they apply:
· ☐ Customers or clients: names, contact details, orders, payments
· ☐ Staff and freelancers: contact details, right-to-work and payroll information
· ☐ Suppliers and partners: business contact details
· ☐ Website visitors: forms, newsletter sign-ups, cookies
· ☐ [Anything else, for example event photos]
Guidance: avoid collecting sensitive data (health, ethnicity, religion, sexual orientation and similar) unless you truly need it. If you do, get explicit consent.
Why we use it.
	What we do
	Our reason (lawful basis)
	Our example

	Deliver what you have bought
	Contract
	[Send an order, run a session]

	Meet legal duties
	Legal obligation
	[Keep accounting records]

	Run and promote the business
	Legitimate interests
	[Email existing business contacts]

	Send newsletters or use non-essential cookies
	Consent
	[Newsletter list]


Guidance: choose the reason that honestly fits each use. If you rely on consent, make it easy to withdraw.
Who sees it. Only us and the providers who help us run the business: [website host], [email or newsletter tool], [payment provider], [accounting software], [anything else]. We do not sell personal data. If a provider is outside the UK, we choose ones with appropriate safeguards.
How long we keep it.
	Type of data
	How long
	Why

	Financial records
	[6 years: check with your accountant]
	Tax and accounting rules

	Customer or client records
	[period]
	[reason]

	Enquiries that go nowhere
	[period]
	[reason]

	Staff records
	[period]
	[reason]


Your rights. You can ask to see, correct, delete or restrict your data, object to how we use it, take it elsewhere, or withdraw consent at any time. Email [address] and we will reply within one month. You can also complain to the Information Commissioner's Office at ico.org.uk.
Security and breaches. Only people who need access have it. We use [strong passwords, two-factor authentication, device encryption: keep only what is true]. If a breach puts people's rights at risk, we report it to the ICO within 72 hours and tell those affected where required.
Before you publish
· ☐ Check on the ICO website whether you must pay the data protection fee
· ☐ Link this policy from every form and sign-up page
· ☐ If your website uses analytics or marketing cookies, add a cookie notice that asks for consent where required
· ☐ Make a simple list of what personal data you hold, where, and why
Template 2: Safeguarding and risk policy
Do you need this? This template suits businesses that mainly work with adult professionals. If you work with children (under 18) or adults at risk, you have extra legal and practical duties, including decisions about DBS checks. Take specialist advice and do not rely on this template alone.
We take everyone's safety and dignity seriously. This applies to [business name], our staff, freelancers and volunteers, and everyone taking part in our work, in person or online. Last reviewed: [month and year]. Next review: [month and year].
Our approach. [Describe who you work with and what you do.] We do not [run activities for children, or seek unsupervised contact with children or adults at risk: keep only what is true]. If a partner organisation works with them, we [will ask for its safeguarding policy and follow it].
Safeguarding lead. [Name] ([phone, email]). If they are unavailable, [name or role] covers. Training: [course and date, if any].
If someone is at risk.
1. If there is immediate danger, call 999.
1. Otherwise, write down factually what was seen or said, and tell the lead the same day. If the concern is about the lead, contact [named alternative] or your local authority safeguarding team directly.
1. The lead decides whether to refer to the local authority or police, and keeps records securely.
We do not investigate ourselves, and we do not promise confidentiality we cannot keep.
Conduct. We do not tolerate harassment, discrimination or bullying. Anyone can raise a concern with [name or email], and we act on it promptly. [Add your own rules, for example about alcohol, social media or one-to-one meetings.]
Recruiting people. We take [references]. We carry out [DBS checks only where the role legally requires them: take advice].
Managing risk. Before each event or project, we check:
· ☐ Venue safety, access and accessibility needs
· ☐ Emergency procedures and first aid
· ☐ Lone working and travel
· ☐ Confidentiality and conflicts of interest
· ☐ [Anything specific to your work]
Insurance: we hold [public liability / professional indemnity / other], with cover of [amount]. [Confirm with your insurer.]
Incident log
	Date
	What happened
	Action taken
	Reviewed by

	[date]
	[factual summary]
	[action]
	[name]


Guidance: keep the log somewhere secure. Review it at least once a year and update this policy if you spot a pattern.
Template 3: Carbon and environmental policy
We aim to keep our footprint low, measure it, and never claim more than we can evidence. Last reviewed: [month and year]. Next review: [month and year].
Our commitment. [One honest sentence about what you will do, for example: "We will measure our emissions each year and cut them by [X]% by [year]."] Guidance: set a target only if you can explain how you will meet it.
What we measure. Tick what applies:
· ☐ Energy use in premises or home offices
· ☐ Business travel and commuting
· ☐ Purchases and suppliers
· ☐ Waste and water
· ☐ [Anything else relevant to your business]
Our baseline.
	Source
	How we measure it
	Baseline figure
	Year

	[Energy]
	[Bills, meter readings]
	[figure and unit]
	[year]

	[Travel]
	[Mileage, tickets]
	[figure and unit]
	[year]

	[Purchases]
	[Spend or supplier data]
	[figure and unit]
	[year]


Guidance: if you have not measured yet, say so, and name the month you will do it by. Use a recognised carbon calculator and record which one.
Our actions.
	Action
	Owner
	By when
	Done?

	[For example: move to a renewable electricity tariff]
	[name]
	[date]
	[ ]

	[For example: choose rail over car or air for UK journeys]
	[name]
	[date]
	[ ]

	[For example: meet online unless in person adds real value]
	[name]
	[date]
	[ ]

	[For example: ask key suppliers about their own targets]
	[name]
	[date]
	[ ]


Offsetting and claims. Reduction comes first. We [do not currently offset / offset what remains through (scheme)]. We will not call ourselves carbon neutral or net zero unless it is independently verified, and we do not make environmental claims we cannot evidence.
Who we work with. [Optional: describe the kinds of organisations you will or will not work with, and why.]
Responsibility and review. [Name] is responsible for this policy. We report progress [annually] at [website address] and review it each year.
