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This privacy notice tells you what to expect us to do with your personal
information.

Contact Details
Post:

Mel Aviation Components Limited,
Unit 2, Centron, Crompton Way, Crawley, West Sussex, RH10 9QR, UK

Telephone: +44 (0)1273 617129

Email; sales@melcomponents.com

What information we collect, use and why

We collect or use the following information to provide services and goods,
including delivery:

e Names and contact details
e Addresses
e Purchase or account history

e Payment details (including card or bank information for transfers and
direct debits)

e Credit reference information
o Website user information (including user journeys and cookie fracking)

e Records of meetings and decisions

We collect or use the following information for the operation of customer
accounts and guarantees:

e Names and contact details
e Addresses

e Payment details (including card or bank information for transfers and
direct debits)

e Purchase history
e Account information, including registration details
e Information used for security purposes

e Marketing preferences
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We collect or use the following information to prevent, detect, investigate or
prosecute crimes:

e Video and CCTV recordings of public areas (including indoor and
outdoor spaces)

e Video and CCTV recordings of private or staff only areas

We collect or use the following information to comply with legal
requirements:

e Contact information
e Financial fransaction information

e Any other personal information required to comply with legal
obligations

We collect or use the following information for recruitment purposes:

e Contact details (e.g. name, address, telephone number or personal
email address)

e Date of birth
e National Insurance number
e Copies of passports or other photo ID

e Employment history (e.g. job application, employment references or
secondary employment)

e Education history (e.g. qualifications)

e Right to work information

We also collect or use the following special category information
for recruitment purposes. This information is subject to additional protection
due to its sensitive nature:

e Racial or ethnic origin
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Lawful bases and data protection rights

Under UK data protection law, we must have a “lawful basis” for collecting
and using your personal information. There is a list of possible lawful bases in
the UK GDPR. You can find out more about lawful bases on the ICO’s
website.

Which lawful basis we rely on may affect your data protection rights which
are set out in brief below. You can find out more about your data protection
rights and the exemptions which may apply on the ICO’s website:

e Yourright of access - You have the right to ask us for copies of your
personal information. You can request other information such as details
about where we get personal information from and who we share
personal information with. There are some exemptions which means
you may nof receive all the information you ask for. Read more about
the right of access.

e Yourright to rectification - You have the right to ask us to correct or
delete personal information you think is inaccurate or incomplete.
Read more about the right to rectification.

e Your right to erasure - You have the right to ask us to delete your
personal information. Read more about the right to erasure.

e Your right to restriction of processing - You have the right to ask us to
limit how we can use your personal information. Read more about the
right to restriction of processing.

e Yourright to object to processing - You have the right to object to the
processing of your personal data. Read more about the right to object
to processing.

e Yourright to data portability - You have the right to ask that we transfer
the personal information you gave us to another organisation, or to
you. Read more about the right to data portability.

e Yourright to withdraw consent — When we use consent as our lawful
basis you have the right to withdraw your consent at any time. Read
more about the right to withdraw consent.

If you make a request, we must respond to you without undue delay and in
any event within one month.

To make a data protection rights request, please contact us using the
contact details at the top of this privacy noftice.
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Our lawful bases for the collection and use of your data

Our lawful bases for collecting or using personal information to provide
services and goods are:

e Consent - we have permission from you after we gave you all the

relevant information. All of your data protection rights may apply,

except the right to object. To be clear, you do have the right to
withdraw your consent at any time.

e Confract —we have to collect or use the information so we can enter
into or carry out a contract with you. All of your data protection rights

may apply except the right to object.

e Legal obligation —we have to collect or use your information so we
can comply with the law. All of your data protection rights may apply,
except the right to erasure, the right to object and the right to data

portability.

Our lawful bases for collecting or using personal information for the operation

of customer accounts and guarantees are:

e Consent - we have permission from you after we gave you all the

relevant information. All of your data protection rights may apply,

except the right to object. To be clear, you do have the right to
withdraw your consent at any time.

e Contract —we have to collect or use the information so we can enter
into or carry out a contract with you. All of your data protection rights

may apply except the right to object.

e Legal obligation —we have to collect or use your information so we
can comply with the law. All of your data protection rights may apply,
except the right to erasure, the right to object and the right to data

portability.

Our lawful bases for collecting or using personal information to prevent,
detect, investigate or prosecute crimes are:

e Legitimate interests — we're collecting or using your information

because it benefits you, our organisation or someone else, without
causing an undue risk of harm to anyone. All of your data protection
rights may apply, except the right to portability. Our legitimate interests

are:

e Use of CCTV to enable identification and prosecution in event of

criminal activity on site.
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For more information on our use of legitimate interests as a lawful basis you
can contact us using the contact details set out above.

Our lawful bases for collecting or using personal information for legal
requirements are:

e Confract —we have to collect or use the information so we can enter
into or carry out a contract with you. All of your data protection rights
may apply except the right to object.

e Legal obligation —we have to collect or use your information so we
can comply with the law. All of your data protection rights may apply,
except the right to erasure, the right to object and the right to data
portability.

Our lawful bases for collecting or using personal information for recruitment
purposes are:

e Consent - we have permission from you after we gave you all the
relevant information. All of your data protection rights may apply,
except the right to object. To be clear, you do have the right to
withdraw your consent at any time.

e Conftract —we have to collect or use the information so we can enter
into or carry out a contract with you. All of your data protection rights
may apply except the right to object.

e Legal obligation —we have to collect or use your information so we
can comply with the law. All of your data protection rights may apply,
except the right to erasure, the right to object and the right to data
portability.

Where we get personal information from
e Directly from you
e CCTV footage or other recordings
e Previous employers
e Credit reference agencies

e Suppliers and service providers
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How long we keep information

We will not keep your personal data for longer than is necessary for the
purposes for which it was collected. The specific retention periods will
depend on the type of data, the legal or regulatory requirements we must
comply with, and the purpose for which the data was originally collected. For
example, financial records may need to be retained for a longer period than
other types of data due to legal requirements.

Generadlly, six years is the most common period, applying to financial records
(e.g., VAT invoices, PAYE, company tax records, and annual accounts) and
contracts. Most general business agreements and HR records can also follow
this rule.

Once the data is no longer needed, it will be securely deleted or
anonymized. Please note that specific legal obligations, such as those related
to tax or financial tfransactions, may require us to retain certain data for a
longer period than otherwise would be necessary.

Who we share information with
Others we share personal information with
¢ Insurance companies
e Health care providers
e Professional or legal advisors
e Financial or fraud investigation authorities
e Relevant regulatory authorities
e External auditors or inspectors
e Warranty and guarantee providers
e Professional consultants
e Organisations we're legally obliged to share personal information with
e Debt collection agencies
e Previous employers

e Suppliers and service providers
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How to complain

If you have any concerns about our use of your personal data, you can
make a complaint to us using the contact details at the top of this privacy
notice.

If you remain unhappy with how we've used your data after raising a
complaint with us, you can also complain to the ICO.

The ICO’'s address:

Information Commissioner’s Office
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK? 5AF

Helpline number: 0303 123 1113

Website: hitps://www.ico.org.uk/make-a-complaint
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