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1. Purpose  1

1.1. At The Well Limited collect, store and process information relating to individuals 
(personal data) whilst carrying out our business activities. The primary ways we 
collect data are through: 

• Providing personal details for a service wash contact directory 
(including but not limited to name, telephone number, email address, 
e-signatures)  

• Data exchanged in personal interactions  

1.2. This document is necessary to help ensure compliance with our legal obligations in 
respect of data processing.  

1.3. Through this policy and other practices, we at At The Well aim to create and operate a 
culture of respect towards people’s privacy and data. 

2. Scope 

2.1. As a UK established organisation, this policy applies to all processing of personal data 
regardless of where in the world that processing, or any processing outsourced by us 
may take place.   

2.2. This is an internal policy and it applies to all our employees and any other internal 
persons who may have responsibility for or a vested interest in the operations of the 
organisation.  

2.3. The policy applies to all data processes in general but particularly to all activities 
relating to the acquisition, recording, processing, sharing, storing and removal of 
personal data.  

3. Statement  

3.1. At The Well are committed to engendering a culture of accountability, integrity and 
confidentiality in all aspects of the organisation in regard to personal data and 
security. Our ultimate aim is to align our staff to these values such that they may be 
ambassadors of best practice in data processing.   

4. Principles 

4.1. This policy follows the principles laid out in Article 5 of the General Data Protection 
Regulation 2018. The six fundamental principles of personal data processing are as 
follows: 

1. Fairness, Lawfulness and Transparency  
2. Purpose Limitation 
3. Minimisation 
4. Accuracy 
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5. Storage Limitation 
6. Integrity and Confidentiality  

4.2. The data controller is ultimately accountable for each of these principles and is obliged 
by law to be able to demonstrate compliance at all times.  

4.3. This policy is not contractual as it may be subject to change. Any actionable points 
within it must be regarded as a legitimate management instruction.  

4.4. Any additions or revisions to this policy will be communicated to staff where 
appropriate. We will notify data subjects of any changes that apply to them where 
appropriate, personally and in writing.  

5. Roles and responsibilities 

5.1. Data Controller 

The Company’s Data Controller is Ellen Grist, Managing Director. You can contact her 
at info@at-the-well.co.uk.  

5.1.1. The Role 

The Data Controller is the key decision maker in respect of why and how personal data 
is used and handled. The Data Controller will ensure that, both in the planning and 
implementation phases of processing activities, data protection principles and 
appropriate safeguards are addressed and implemented and that records of processing 
activity are kept. 

6. Conditions for processing data 

6.1. Under data protection legislation the processing of personal data is prohibited unless 
there is a legitimate legal basis upon which the data is being processed. There are six 
potential legal bases for processing which are:  

1. After consent is given by the data subject; 
2. Processing on a contractual basis; 
3. Due to a legal obligation; 
4. Where it is of vital interest to the data subject; 
5. In the public interest; or,  
6. In pursuit of a legitimate interest.  

7. Breach and incident reporting  

7.1. Serious breaches must be reported to the relevant supervisory authority within 72 
hours of becoming aware of the breach. Therefore, all employees and workers must 
immediately report an incident that may potentially or actually put personal data at 
risk of a data breach. This is never more imperative than when it is suspected that 
there may be actual loss, theft unauthorised disclosure or inappropriate use of 
personal data, either wholly or partly. In this event you must immediately refer to and 
follow the Company's Breach and Incident and Reporting Procedure.  
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7.2. Anyone who reports any incident or breach of data protection which amounts to a 
protected disclosure, will be protected in accordance with the Company’s 
Whistleblowing Policy.   

8. The rights of data subjects 

8.1. At The Well Ltd shall provide data subjects information about their rights. This shall be 
provided through the following means:  
• When providing initially their personal information for our service wash contact 

directory.  

• Privacy Policy accessible on our website, ‘www.at-the-well.co.uk’ 

8.2. All reasonable efforts will be made to verify the identity of the data subject before 
carrying out any requests or disclosures of information made by them. These efforts 
may include the request for additional personal information if necessary.  

8.3. The following rights apply to all data subjects:  
• Right of transparent communication  

• Right of access 

• Right to erasure (right to be forgotten)  

• Obligation to notify recipients 

9. Further information 

9.1. Any queries or comments about this policy, or any concerns that the policy has not 
been followed, should be addressed to Ellen Grist, Managing Director.  

10. Policy owner 

10.1. This policy is owned and maintained by Lilian Grist, Director.  

11. Policy review date 

11.1. At The Well holds the unilateral right to alter this policy at any time. 

11.2. At The Well Limited requires each of its employees to review this policy on 
appointment and annually thereafter on the designated annual review date, or after an 
occasion outlined in 11.1.  

Date last reviewed:   26 / 06 / 2020 

Date of next review:   26 / 06 / 2021 
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