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INTRODUCTION 
Worldwise Limited (“we”/”us”) are committed to protecting and respecting any personal 
information you share with us.  This policy describes what types of information we collect from you, 
how it is used by us, how we share it with others, how you can manage the information we hold and 
how you can contact us. 

 

It is our intention to comply with the letter and spirit of the following legislation: 

 

 General Data Protection Regulation (GDPR) 2018 

 Data Protection Act 1998 

 

 

WHO IS THE CONTROLLER ? 

Worldwise Limited (4 Victoria Park Place, 706 Wimborne Road, Bournemouth, Dorset, BH9 2EG) is 
the “controller” for the purposes of data protection law.  This means that we are responsible for 
deciding how we hold and use personal data about you. 

 

 

WHAT TYPE OF PERSONAL DATA DO WE HOLD ABOUT YOU? 

We collect, hold and use some or all of the following types of ordinary personal data about you: 

 

 Biographical information including your name, title, contact details, 

 Publicly available information about you, such as your business social media presence, 

 Lifestyle information including but not limited to interests, 

 Events that you have attended with us or with an employee of Worldwise Limited. 

 

For our employees we would also hold the following additional personal and sensitive information: 

 

 Next of kin : names, contact details 

 Dependents : numbers, names, ages 

 Education : qualifications and experience 

 Health Problems : allergies, chronic conditions,  

 Income Tax and National Insurance details 

 Criminal Convictions : DBS checking of employees is a requirement because the type of work 
we undertake in education, healthcare, police and military facilities.  Our grounds for using 
this information is that of Legal Obligation. 

 Motoring Details : driving licence, driving offences, car insurance, MOT certificate 

 Banking details 

 References relating to previous roles and employment conduct may be undertaken prior to 
commencement of employment.  We will only gather references from referees provided to 
us by the employee, or prospective employee. 

 

For employees we may also require Sensitive personal data (‘special categories of personal data’ 
under the General Data Protection Regulation) including any information that reveals your racial or 
ethnic origin, religious, political or philosophical beliefs, genetic data, biometric data for the 
purposes of unique identification, trade union membership, or information about your health/sex 
life.  Generally, we try not to collect or process any sensitive personal information about you, unless 
authorised by law or where necessary to comply with applicable laws.  In some circumstances, we 
may need to collect some sensitive personal information for legitimate employment-related 
purposes: for example:  

 data relating to your racial/ethnic origin, gender and disabilities for the purposes of: 
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 equal opportunities monitoring;  

 to comply with anti-discrimination laws; and  

 for government reporting obligations;  

 

 data relating to your physical or mental health to:  

 provide work-related accommodations,  

 health and insurance benefits to you and your dependents; or  

 to manage absences from work. 

 

 

HOW WE COLLECT INFORMATION 

Employees 

Whether your details are sent to us directly or via an employment agency we shall gather details of 
your employment and education history and experience.  Details of your interview will be retained 
along with proof of education, training, nationality, date of birth, national insurance number and 
other key identification data plus driving credentials.  We shall record your length of service, wages 
history, absences, leave taken, training and any complaints or disciplinary proceedings in line with 
our other relevant policies.   

 

Business enquiries 

Where a client contacts us directly via any source of communication, we will gather the minimum 
amount of business data in order to fulfil the fee offer request and contract; this would include the 
client’s business name, address and the contact details (business telephone number and email 
address).  

 

Business Cards 

We will promote our business interests through the appropriate business channels (including but not 
limited to business meetings, networking events and exhibitions).  We will gather relevant business 
contact data to promote our services accordingly and follow all business leads obtained during these 
opportunities.  

 

Emails 

Where your details are included in an email or chain of emails that we are sent or copied into on a 
project we shall gather your contact details. 

 

Website Enquiries & Forms 

When a client or prospective client completes and submits an online form, they are asked if they 
would like to opt-in to future communications.  By using the website, we will gather a variety of 
data to help optimise the client experience.  For more information please see our Cookies Policy.  

 

Social Media Contacts 

We will source clients and prospective clients via social media channels. 

 

 

WHO WE SHARE YOUR INFORMATION WITH  

We won’t ever sell your data or provide access to it to any third parties for marketing purposes.  We 
will share your data in the following ways: 

 

Employee data 

Payroll, HR management & H&S management, marketing 

 

With our subcontractors 
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Like many businesses we don’t do everything ourselves.  When we have someone else help us handle 
an aspect of our business, we may pass them some of your data so that they can do their work.  We 
will only ever give them the minimum information that they need and it will always remain under 
our control.  This means that they can only do with your data what we tell them to and can’t keep it 
once they no longer need it or pass it on to anyone else. 

 

If legally required 

In some circumstances we may be legally required to pass on your data for example to a government 
body.  We will only do this in order to comply with the law and to protect your vital interests. 

 

If you make a complaint 

If you make a complaint or if we think it’s necessary for any other reason, we may, depending on 
the issue pass your data on to our insurers.  We will only pass them the data that they need; we 
have a clear agreement with them that they will only use the data to assess any claim that we may 
make in connection with the issue. 

 

 

HOW WE LOOK AFTER YOUR DATA  

We take the security of your data very seriously.  We continue to make significant investments in IT 
systems to make sure it stays safe.  We have strict contracts with anyone we share it with to ensure 
that do the same.  It will always be stored and processed inside the EEA, where the General Data 
Protection Regulation gives you strong legal protection for your data privacy rights.  We will always 
obey both the letter and the spirit of the data protection laws that apply to us. 

 

We keep clear records of what data we have and what we do with it, and make sure that we always 
consider what impact our processing will have on you.  We also continually assess the risks to you 
from possible data breaches and do everything we can to prevent them. 

 

We recognise that business/client contacts will change over time and that certain individuals will 
move from one company to another; whilst certain individuals will change roles within their 
company or leave the industry altogether.  We will take reasonable measures to ensure that 
communications and business to business communications data is kept as up-to-date as possible 

 

 

HOW LONG DO WE RETAIN YOUR DATA FOR? 
We will not hold your personal data for any longer than is necessary.  Exceptions to this are where: 

 

 Your details are contained or embedded within project related documentation that has been 
kept for record purposes/archived; 

 The Law or our Professional Indemnity Insurance requires us to hold your information for a 
longer period, or delete it sooner; 

 You have raised a legal claim, complaint or concern regarding a service offered by us; or 

 You exercise your right to have the information erased (where it applies) and we do not 
need to hold it in connection with any of the reasons permitted or required under the law 
(see your rights); 

 

 

YOUR RIGHTS 

You may exercise the rights available to you under data protection law as follows: 

 The right to be informed. 

 The right of access. 

 The right to rectification. 
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 The right to erasure. 

 The right to restrict processing. 

 The right to data portability. 

 The right to object. 

 Rights in relation to automated decision making and profiling. 

 

We respond to all requests we receive from individuals wishing to exercise their data protection 
rights in accordance with applicable data protection laws.  You can read more about these rights at: 

https://ico.org.uk/for-the-public/is-my-information-being-handled-correctly/ 

 

To exercise any of these rights, please contact privacy@worldwise.uk.com  

 

 

COMPLAINTS 

We try to meet the highest standards when collecting and using personal information.  For this 
reason, we take any complaints we receive about this very seriously.  We encourage people to bring 
it to our attention if they think that our collection or use of information is unfair, misleading or 
inappropriate.  We would also welcome any suggestions for improving our procedures. 

 

This notice was drafted with clarity in mind.  It does not provide exhaustive detail of all aspects of 
our collection and use of personal information.  However, we are happy to provide any additional 
information or explanation needed. 

 

 

MONITORING & REVIEW 

This notice may be updated periodically to reflect any necessary changes in our privacy practices 
without notice.  We encourage you to check this notice periodically to be aware of the most recent 
version. 

 

This policy does not form part of any employee's contract of employment and it may be amended at 
any time. 

 
 
  
 (Managing Director) .....02.01.2019..................... (Date) 

 
 

https://ico.org.uk/for-the-public/is-my-information-being-handled-correctly/
mailto:privacy@worldwise.uk.com
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Policy Review Form 

 

The following review record relates to our Policy on: Privacy 
 

Review 
Date 

Reviewed 
by 

Revision Changes Implemented 
 

Changes 
carried out by 

Date of 
changes 

22.04.2018 PDC - First issue -- -- 

02.01.2019 PDC A Review form added.  References to employees added. PDC 02.01.2019 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 
 
 


