intelling @

A Startek® company

Privacy Policy

Last Updated By: Peter Graham
Version: Date Issued: V1.3
Review Date: 10/03/25

Next Review Date: 10/03/26
Data Classification: Public



Version Control

Once the document in its initial or proposal stage has been approved, the changes must be tracked and
reviewed by senior management. All footers and version control tables must be updated on the current
version. Small changes to layout or branding will be tracked by decimals (e.g. version 1.0, 1.1, 1.2) any
amendments or deletions to content or the creation of a brand-new policy or procedure will be tracked
by whole integers (1.0, 2.0, and 3.0)

Author

Change Description

Authorised by

17/09/2020 Stacey Smith -Compliance V1 Creation Craig Winnard
Monitoring Officer
27/02/2023 Pete Graham — Compliance V 1.1 Review Pete Graham
Manager
10/03/24 Pete Graham — Compliance | V 1.2 Annual Review — | Pete Graham — Head
Manager amendment to scope of Compliance
28/04/25 Pete Graham — Compliance | V 1.3 Annual Review — | Pete Graham — Head
Manager amendment to scope of Compliance

intellin

A Startek® company

ge




Contents

1.0

2.0

3.0

4.0

5.0

6.0

7.0

8.0

2.0

10.0

11.0

Introduction & Scope

What data do we collect?

How do we collect your data?

How will we use your data?

How do we store your data?

Marketing

What are your data protection rights?

Cookies

Other websites

Amendments

Contact information

intellin

A Startek® company

ge




Privacy Policy

1.0 Introduction & Scope

1.1 The nature of Intelling Group’s business means that, on occasion, we’ll require some
personal details and some business details from our customers and website users.
Special Category data maybe held upon request of our employees

1.2 The information you share with us, along with data on how you use our websites helps
us to better understand our customers as a group and as individuals. This in turn helps
us to provide a range of products and services that meet your needs.

1.3 This Privacy Policy will explain how the Intelling Group safeguards your information and
how we use it to improve our products and services for the benefit of all our customers
and website users. It also outlines how we use information for prospective employees.

14 The policy applies to Intelling staff and third party-suppliers.

2.0 What data do we collect?
2.1 Intelling Group collects the following data:

e Personal identification information (name)

e Other personal information (email, telephone number, work experience & role
preferences)

e Business information (company name, job title, number of employees,
company email address and company contact telephone number)

e Special category data (on some campaigns and for staff to make reasonable
adjustments)

3.0 How do we collect your data?

3.1 You directly provide Intelling Group with most of the data we collect. We collect and
process data when you:

e Register online or place an order for any of our products or services

e Voluntarily complete a customer survey or provide feedback on any of our
message boards or via email

e Voluntarily apply for a job

e Use or view our website via your browser’s cookies

e Purchased from data suppliers

3.2 Intelling Group may also indirectly receive your data from the following sources:

e Publicly available business information such as Companies House.
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4.0 How will we use your data?
41 Intelling Group collects your data so that we can:

e Process your order and manage your account

e Email you with special offers on other products and services we think may be of
interest

e Process an application for vacancies advertised on our website

4.2 If you agree, Intelling Group will share your data with our partner companies so that
they may offer you their products and services or potential employment. Our partner
companies include:

e Intelling Ltd
e Switch Experts
o WorkAir

4.4 When Intelling Group processes your information, it may send your data to, and also
use the resulting information from, credit reference agencies to prevent fraudulent
purchases or applications.

5.0 How do we store your data?
5.1 Intelling Group securely stores your data.

5.2 Intelling Group will keep your data as long as your business is a trading entity. Intelling
Group verifies and validates the data accuracy by telephone and email. Businesses that
are dissolved will be removed from the active business market file

5.3 We will hold all candidate data for a maximum of 12 months, at which point a review
will take place to determine if the data should be retained for a further period or
removed from the business. Permission is always obtained from the individual to retain
their data. All data retention timeframes are recorded within a data map.

6.0 Marketing

6.1 Intelling Group would like to send you information about products and services we
think may be of interest. If you have agreed to receive marketing, you may opt out at
any time. To opt out please email: sar@intelling.co.uk

7.0 What are your data protection rights?

71 Intelling Group would like to make sure you are fully aware of all your data protection
rights. Every user is entitled to the following:

e Theright to access - you have the right to request copies of your personal data
from Intelling Group. We may charge a fee for this service.

e The right to rectification - You have the right to request that Intelling Group
correct any information you believe is inaccurate. You also have the right to
request Intelling Group to complete the information you believe is incomplete.
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e Theright to erasure - You have the right to request that Intelling Group erase
your personal data, under certain conditions.

e The right to restrict processing - You have the right to request that Intelling
Group restrict the processing of your personal data, under certain conditions.

e The right to object to processing - You have the right to object to Intelling
Group processing of your personal data, under certain conditions.

e The right to data portability - You have the right to request that Intelling
Group transfer the data that we have collected to another organisation, or
directly to you, under certain conditions.

7.2 Intelling Group will respond within one month to any request made. If you would like
to exercise any of the above rights, please contact us via one of the following methods.

By email at: sar@intelling.co.uk

Write to us at:

Southmoor House
Southmoor Industrial Estate
Southmoor Road
Manchester

M23 9XD

8.0 Cookies

8.1 Cookies are text files placed on your computer to collect standard Internet log
information and visitor behaviour information. When you visit our websites, we may
collect information from you automatically through cookies or similar technology. For
general information about cookies, visit www.allaboutcookies.org

8.2
Intelling Group uses cookies in a range of ways to improve your experience on our
website, including:

e Keeping you signed in
e Understanding how you use our website

83 There are a number of different types of cookies, however, our website uses:

e Functionality - Intelling Group uses these cookies so that we recognise you on
our website and remember your previously selected preferences. These could
include what language you prefer and location you are in. A mix of first-party
and third-party cookies are used.

e Advertising - Intelling Group uses these cookies to collect information about
your visit to our website, the content you viewed, the links you followed and
information about your browser, device and your IP address. Intelling Group
sometimes shares limited aspects of this data with third parties for advertising
purposes. This means that when you visit another website, you may be shown
advertising based on your browsing patterns on our website.

8.4 You can set your browser not to accept cookies, and the website mentioned in 8.1 above
tells you how to remove cookies from your browser. However, in a few cases, some of
our website features may not function as a result.
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9.0 Other websites

9.1 The Intelling Group website contains links to other websites. Our Privacy Policy applies
only to our website, so if you click on a link to another website, you should read their
Privacy Policy as Intelling are not responsible for third parties use of data.

10.0 Amendments

10.1 Intelling Group keeps its privacy policy under regular review and places any updates on
this web page.

11.0 Contact information

11.1  If you have any questions about Intelling Group’s privacy policy, the data we hold on
you, or you would like to exercise one of your data protection rights, please do not
hesitate to contact us using the contact information below.

Email us at: sar@intellingdata.co.uk

Call us on: 0161 804 5987

Write to us at: Intelling Group, Southmoor House, Southmoor Industrial Estate,
Southmoor Road, Manchester, M23 9XD.

11.2  Should you wish to report a complaint, Intelling Group would like the opportunity to
put things right for you in the first instance. However, if you feel that Intelling Group
has not addressed your concern in a satisfactory manner, you may contact the
Information Commissioner’s Office on the details below.

Information Commissioner’s Office
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

03031231113
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