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Data Protection & Confidentiality Policy
Policy Statement
NAO Services is committed to protecting personal data, confidential information and commercially sensitive information obtained through its business activities.
Information will be handled responsibly and in accordance with applicable UK data protection requirements.
Data Protection Principles
Personal information will be:
· Processed lawfully, fairly and transparently. 
· Collected for specified and legitimate purposes. 
· Limited to what is necessary. 
· Kept accurate where appropriate. 
· Retained only as long as necessary. 
· Protected against unauthorised access, loss or disclosure. 
Client Confidentiality
Cleaning employees can potentially encounter confidential information while working on client premises.
Employees must never:
· Read documents unnecessarily. 
· Photograph confidential material. 
· Remove client information. 
· Copy information. 
· Share information with unauthorised persons. 
· Access client IT systems without authorisation. 
Any confidential information encountered during work must be respected.
Security
Appropriate measures will be used to protect information, including:
· Access controls. 
· Password protection. 
· Secure document storage. 
· Appropriate disposal. 
· Restricted access according to role. 
Data Breaches
Suspected loss, unauthorised disclosure or inappropriate access to personal or confidential information must be reported immediately to management.
The incident will be investigated and appropriate action taken, including notification where legally required.
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