Guidance Note – UK General Data Protection Compliance
1. Purpose of this Guidance
This guidance has been provided to support bidders, particularly small and medium-sized enterprises (SMEs) and sole traders, in responding to the UK General Data Protection Compliance requirement within this tender.
It is not intended to require complex policies or administrative burden, but to help bidders demonstrate that they have appropriate and proportionate measures in place to handle personal data responsibly.
2. Does UK GDPR Apply to My Business?
Yes – UK GDPR applies to all organisations that handle personal data, regardless of size.
For most contractors, this will include:
· Customer names and addresses
· Contact details (phone/email)
· Staff or subcontractor information
· Job or site-related records
However, compliance should be proportionate to the size and nature of your business.
3. What Do We Mean by “Compliance”?
For the purposes of this tender, compliance does not mean extensive documentation or legal expertise.
Instead, bidders should be able to demonstrate that they:
· Understand what personal data they hold
· Only collect and use data for legitimate purposes (e.g. delivering the contract)
· Keep data secure
· Do not keep data longer than necessary
· Respect individuals’ rights (e.g. access or deletion requests)
These requirements reflect the core principles of UK GDPR, which are based on good, common-sense data handling practices.



4. Minimum Expected Standards
Bidders should ensure they have the following in place (as a minimum):
4.1 Awareness of Data Held
A basic understanding of: 
· What personal data is collected
· Why it is needed
· Where it is stored
This does not need to be a formal register – a simple list is acceptable.
4.2 Privacy Information
A simple privacy notice or statement explaining: 
· What data is collected
· How it is used
· How long it is kept
· How individuals can contact you
This can be a short document or website page.
4.3 Data Security
Appropriate, proportionate measures such as: 
· Password-protected devices
· Restricted access to data
· Secure storage of paper and electronic files
4.4 Data Minimisation
· Only collecting data that is necessary for the contract
· Avoiding holding unnecessary or excessive data
4.5 Retention and Disposal
· Deleting or securely disposing of data when it is no longer needed
4.6 Responding to Requests
Being able to respond if an individual asks: 
· What data is held about them
· For it to be corrected or deleted
5. What Is NOT Expected (For Most Sole Traders and SMEs)
To avoid unnecessary burden, bidders are not expected to have the following unless relevant to their business:
· A formal Data Protection Officer (DPO)
· Complex data mapping systems
· Extensive policy suites
· Specialist legal documentation
· Large-scale data processing registers

