Employee Data Protection Policy Framework

1. Purpose

This framework outlines the principles, standards, and procedures for the protection and responsible handling
of employee data within [Company Name]. lts purpose is to ensure compliance with legal and regulatory
requirements, safeguarding the privacy and rights of employees.

2. Scope

This policy applies to all employees, contractors, and third-party providers who process, store, or access
employee personal data for or on behalf of [Company Name].

3. Data Collected

e Personal identification information (e.g., name, date of birth, contact details)
e Employment and education history

e Compensation and benefits data

e Performance and disciplinary records

¢ Health and safety information where legally required
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. Data Processing Principles

Lawfulness, Fairness, Transparency: Data must be processed lawfully, fairly, and transparently.
Purpose Limitation: Data is collected for specified, explicit, and legitimate purposes.

Data Minimization: Only data necessary for business purposes is collected and processed.
Accuracy: Data is kept accurate and up to date.

Storage Limitation: Data is retained only as long as necessary.

Integrity and Confidentiality: Appropriate security measures are in place to prevent unauthorized
access, loss, or damage.
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5. Employee Rights

e Right to access their data

¢ Right to rectification of inaccurate data

e Right to erasure within regulatory limits

e Right to restrict processing

¢ Right to data portability, where applicable

6. Data Security

[Company Name] implements technical and organizational measures to protect employee data, including
secure storage, access controls, encryption, and regular security awareness training for staff.

7. Data Sharing and Transfers

Employee data may be shared only with authorized internal personnel or third parties with adequate data
protection measures, and only for legitimate business or legal reasons. International transfers follow applicable
legal requirements.

8. Roles and Responsibilities



HR Department: Ensures lawful collection and processing of employee data.

IT Department: Implements and maintains data security controls.

Employees: Handle data in accordance with this policy.

Data Protection Officer (if applicable): Oversees overall data protection compliance.

9. Breach Notification

Employees must report any actual or suspected data breaches immediately. [Company Name] will investigate,
notify affected individuals, and take corrective action as required by law.

10. Policy Review

This policy framework will be reviewed annually and updated as necessary to reflect changes in law,
regulation, or company processes.
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