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1. About This Privacy Notice
Edison Group is committed to protecting personal information and respecting the privacy of individuals whose personal data we collect and process.
This Privacy Notice explains how Edison Contracts Ltd and Edison Civils Ltd collect, use, store and share personal information in connection with their business activities and explains the rights individuals have in relation to their personal data.
Depending upon the circumstances, Edison Contracts Ltd or Edison Civils Ltd may act as the data controller responsible for determining why and how personal information is processed.
This Privacy Notice applies to personal information relating to individuals including, where applicable:
· Employees and former employees. 
· Apprentices. 
· Job applicants and prospective employees. 
· Agency workers and subcontractors. 
· Directors and Company representatives. 
· Clients and client representatives. 
· Suppliers and supplier representatives. 
· Professional advisers and consultants. 
· Visitors and other persons encountered through Edison Group’s activities. 
· Emergency contacts and next of kin. 
· Other individuals whose personal information Edison Group legitimately processes. 
Where a particular processing activity requires additional or more specific privacy information, this will be provided where appropriate.



2. Personal Information We May Collect
The personal information Edison Group collects will depend upon the individual’s relationship with us and the purposes for which the information is required.
Personal information may include:
· Name, address and contact details. 
· Date of birth and identification information. 
· Employment, apprenticeship or engagement information. 
· Job title, role and employer details. 
· Qualifications, licences, competencies and training records. 
· Recruitment and employment history. 
· Payroll, payment, pension and financial information. 
· Emergency contact and next-of-kin information. 
· Attendance, working hours, holiday and absence information. 
· Performance, supervision and competency information. 
· Health and occupational health information where legitimately required. 
· Equality or other special category information where lawfully processed. 
· Accident, incident and health and safety information. 
· Vehicle or driving information where relevant to work activities. 
· Photographs or other identification information where legitimately required. 
· Information contained within emails, correspondence and business communications. 
· Other information generated through an individual’s dealings with Edison Group. 
Edison Group will seek to collect personal information which is adequate, relevant and limited to what is reasonably necessary for the purpose for which it is required.
3. How We Obtain Personal Information
Personal information may be obtained:
· Directly from the individual. 
· During recruitment, employment, apprenticeship or engagement processes. 
· From clients, principal contractors, suppliers or subcontractors. 
· From recruitment agencies or other employment providers. 
· From training, qualification or competency providers. 
· Through occupational health or health surveillance arrangements. 
· From professional or regulatory organisations. 
· Through authorised business systems and processes. 
· From publicly available sources where appropriate and lawful. 
· From other legitimate sources where obtaining and using the information is lawful. 

Where personal information is obtained from another source, Edison Group will provide appropriate privacy information where required.
4. Why We Use Personal Information
Edison Group may process personal information for legitimate business purposes including:
· Recruitment and engagement of personnel. 
· Administration of employment and apprenticeship arrangements. 
· Payroll, pensions, expenses and financial administration. 
· Training, competence and qualification management. 
· Health, safety and occupational health management. 
· Management of attendance, absence and workplace matters. 
· Allocation and management of work. 
· Client, supplier and subcontractor management. 
· Project and contract administration. 
· Providing and managing Company vehicles, equipment, systems and facilities. 
· Meeting legal, regulatory, contractual and accreditation requirements. 
· Maintaining appropriate business, personnel and compliance records. 
· Managing complaints, grievances, disciplinary matters, investigations or legal claims. 
· Protecting Edison Group’s personnel, property, systems and legitimate business interests. 
· Communicating with clients, suppliers, subcontractors and other business contacts. 
· Establishing, exercising or defending legal rights. 
Personal information will only be used where there is an appropriate and lawful reason for doing so.
5. Lawful Bases for Processing
Edison Group will only process personal information where an appropriate lawful basis applies.
Depending on the circumstances, we may rely upon:
· Contract – where processing is necessary to enter into or perform a contract. 
· Legal obligation – where processing is necessary to comply with a legal requirement. 
· Legitimate interests – where processing is necessary for legitimate business purposes and those interests are not overridden by the rights and interests of the individual. 
· Vital interests – where processing is necessary to protect someone’s life. 

· Consent – where consent is appropriate and has been freely given. 
Where special category personal data is processed, Edison Group will also ensure that an appropriate additional legal condition applies.
We will not rely upon consent where another lawful basis is more appropriate. Where consent is relied upon, it may be withdrawn at any time.
5. Special Category & Sensitive Personal Information
Edison Group may process special category or other sensitive personal information where necessary and lawful.
This may include information relating to:
· Health, occupational health and fitness for work. 
· Sickness absence and workplace adjustments. 
· Accidents, incidents and health surveillance. 
· Equality monitoring where undertaken. 
· Other sensitive information required for legitimate employment, health and safety or legal purposes. 
Such information will only be processed where there is an appropriate lawful basis and additional legal condition where required.
Access shall be restricted to persons with a legitimate need to know, and appropriate measures shall be used to protect the confidentiality and security of the information.
7. Sharing Personal Information
Edison Group may share personal information where necessary and lawful with:
· Clients, principal contractors and other organisations involved in the delivery of work. 
· Payroll, pension, accounting and financial service providers. 
· Training, qualification and competency providers. 
· Occupational health and health surveillance providers. 
· Insurers, professional advisers and consultants. 
· IT, software and other business service providers. 
· Government departments, regulators, accreditation bodies or enforcement authorities where required. 
· Legal advisers, courts or other parties where necessary to establish, exercise or defend legal rights. 
· Other third parties where disclosure is required by law or reasonably necessary for a legitimate business purpose. 

Only information reasonably necessary for the relevant purpose will be shared.
Where a third party processes personal information on behalf of Edison Group, appropriate arrangements will be established to protect that information.
8. International Transfers
Edison Group will seek to store and process personal information within the United Kingdom or other locations providing appropriate data protection safeguards.
Where personal information is transferred outside the United Kingdom, Edison Group will ensure that an appropriate lawful transfer mechanism or safeguard is in place where required.
Where service providers use systems or infrastructure located outside the United Kingdom, their data protection and transfer arrangements will be considered as part of the relevant processing arrangements.
9. How Long We Keep Personal Information
Edison Group will retain personal information only for as long as reasonably necessary for the purpose for which it was collected and to meet applicable legal, contractual, regulatory or business requirements.
Retention periods will depend on the nature of the information and may take account of:
· Legal or regulatory retention requirements. 
· Employment and contractual obligations. 
· Health and safety requirements. 
· Tax, payroll and financial requirements. 
· Accreditation or certification requirements. 
· Potential disputes, claims or legal proceedings. 
· Legitimate business record requirements. 
When personal information is no longer required, it will be securely deleted, destroyed or otherwise disposed of as appropriate.
10. Security of Personal Information
Edison Group will use appropriate organisational and technical measures to protect personal information against unauthorised access, disclosure, alteration, loss or destruction.
Access to personal information will be limited to persons who have a legitimate business need, and confidential information shall be handled accordingly.

Where Edison Group becomes aware of an actual or suspected personal data breach, it will be managed in accordance with the Data Protection & GDPR Procedure and applicable legal requirements.
11. Your Data Protection Rights
Depending on the circumstances, individuals may have rights in relation to their personal information, including the right to:
· Request access to personal information held about them. 
· Request correction of inaccurate or incomplete information. 
· Request deletion of personal information in certain circumstances. 
· Request restriction of processing in certain circumstances. 
· Object to certain types of processing. 
· Request transfer of personal information where the right to data portability applies. 
· Withdraw consent where processing is based on consent. 
· Raise a concern about how their personal information is being processed. 
These rights are subject to applicable legal conditions and exemptions.
Requests relating to personal information should be made to Edison Group using the contact details provided in this Privacy Notice. Edison Group may request appropriate information to verify identity before responding.
12. Complaints
Individuals who have concerns about how Edison Group collects, uses or protects their personal information are encouraged to raise them with Edison Group so that the matter can be considered and addressed.
Individuals also have the right to raise a complaint with the Information Commissioner’s Office (ICO) where they are dissatisfied with how their personal information has been handled.
Contact details for Edison Group and the ICO are provided at the end of this Privacy Notice.
13. Changes to This Privacy Notice
Edison Group may update this Privacy Notice where necessary to reflect changes to legislation, business activities or the way personal information is processed.
The current version will be maintained within Edison Group’s controlled document arrangements and updated privacy information will be provided where required.


14. Contact Details
Questions, concerns or requests relating to this Privacy Notice or the processing of personal information should be directed to:
Commercial & Compliance Director
Edison Group
Email: info@edisoncontracts.com
Information about data protection rights and how to make a complaint is also available from the Information Commissioner’s Office (ICO).
ICO Website: https://ico.org.uk
ICO Telephone: 0303 123 1113
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