
The short guide to becoming 
GDPR Compliant
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GDPR affects all 
UK businesses 
Organisations of all sizes are being sued and fi ned. Claims companies 
are being heavily funded, and are actively looking for businesses to sue.

Becoming GDPR compliant can seem to be an insurmountable 
problem. People worry about the huge costs and disruption. The 
options are to engage a consultant, or try to do it in-house.

There is a solution that can provide: 
 ● What you need to become GDPR compliant 
 ● Will give you the peace of mind of knowing that your business 

is protected 
 ● Will put you in control without the need for a consultant. 

Towards the end of this booklet, we will explain how you can not only 
save time and money, but also become GDPR compliant.
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What is GDPR?

As a business, 
you cannot 
afford to ignore 
GDPR - it is not 
going away.
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The General Data 
Protection Regulation 
was set up to protect 
people’s privacy and 
govern how their 
personal data is used
The GDPR was brought into effect in 2018. It relates to personal data, 
and how it is collected, stored, used, shared and disposed of. 

It ensures these things are done safely and securely.

GDPR must be 

complied with or your 

business is at risk. 

Ignorance is no 

excuse.
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One of the 
biggest threats 
to businesses 
in the UK
Whatever sector you’re in, and whether you’re consumer-facing or 
working B2B, you should be GDPR compliant, or risk massive disruption 
to your business.

Directors 
can be 
personally 
liable for 
breaches.
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GDPR affects nearly 
every business and 
organisation within 
the UK
People tend to think GDPR only applies to big organisations 
that hold lots of people’s data. This is defi nitely not true.

As a business owner or employee, you likely collect, store and 
use data as part of your daily operations. If you haven’t yet 
considered GDPR and the impact it has on your business, the 
likelihood is that you are breaching some of the principles 
and rules outlined.

Each breach gives your customers a potential claim for 
compensation.
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Are you GDPR 
compliant? 
The Risks

If you are fi ned, 
you will be on the 
ICO register for all 
your customers 
or anyone else 
to see.
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If you are 
not GDPR 
compliant, you 
can be sued 
or fi ned
Claims can lead to disruption to your business, loss of income, and time 
spent fi ghting legal claims. Not to mention the cost of legal fees. Claims 
Management Companies are starting to advertise heavily. GDPR claims 
are already a multimillion-pound industry.

Legal action and 
fi nes imposed by 
the ICO have already 
forced some small 
businesses into 
liquidation.
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What is 
covered 
under 
GDPR?
There are six principles under the GDPR, that relate to how you collect, 
store, use, share, and dispose of people’s data.

Personal data is any 
information that can 
directly or indirectly 
identify any living 
person in the UK or 
EU; names, emails, 
telephone numbers, 
CCTV etc.
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Businesses 
hold personal 
data
It does not matter whether you are a sole trader with a 
few customers contact details saved on your phone, or a 
multinational dealing with 1,000’s of people - organisations 
are holding personal data.
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As businesses we 
collect data in many 
different ways
You should consider all the ways that you obtain personal data. Some of 
them may not be immediately obvious. 

Devices you use  
 ● computer, tablet, fax, CCTV, phone, camera etc. 

Online marketing  
 ● website, social media, competitions, emails etc. 

People you deal with  
 ● suppliers, sub-contractors, customers, employees etc. 

Business operations  
 ● business cards, sales contracts, sharing within company group, 

emails, purchased data, orders, quotes etc. 

All personal data you 
collect must fi t within one 
of the ‘Grounds for Lawful 
Processing’. If it doesn’t, 
the person whose data 
you collected can make a 
claim for compensation 
against you.  
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You must know at the time of collecting 
someone’s personal data, which lawful 
ground the data collection sits under, but 
this must also be made clear to the person 
whose data you are collecting, within your 
privacy notice.
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How you use people’s 
personal data
GDPR covers the use of personal data for far more than just 
marketing purposes. 

 ● Sales and marketing - maintaining relationships, market research, 
sharing with sister companies etc. 

 ● Supplier information  
 ● Fulfi lling a contract - delivery companies, sub-contractors etc. 
 ● Running your business - accountant, IT company, your 

employees etc. 
 ● Regulatory purposes 

Do your staff access personal 

data to do their job? Maybe 

they make sales calls, or post 

out items to customers? Do 

you know what data they 

access, where it is stored, and 

why they access it? If not, you 

are in breach of GDPR. 

www.gdprsolutions.org   |   01244 629 53114

You should only use data for the initial purpose for which it 
was collected (with a few unique exceptions). 
This is why it is important that you know at the point the data 
was collected, how you plan to use that data, and that the 
purpose for intended use is clearly mapped out (and evident in 
your privacy policy at the time of collection).
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How you store and 
manage data 
How you store and manage data is just as important as how you 
collect and use it.

Consider:
 ● Keeping the data up to date
 ● Keeping the data subject up to date with what is happening 

with their data
 ● Keeping the data organised and making sure that it is effi cient 

and reliable
 ● Protecting against accidental loss or destruction 
 ● Security within your business and who has access to the data - 

other staff, cleaners, visitors
 ● Cyber Security

At any point, an individual 
could request that you 
provide all the data you hold 
on them. You must respond 
correctly to the request, 
and be able to provide this 
information within 30 days 
(a few exceptions apply).  
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If one of your computers was stolen, 
would you have a way to ensure that no 
personal data was accessible? If not, you 
are in breach of GDPR, not to mention 
the threat to the continuity of your 
business operations.
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How you
share data

Have you ever thought 
about how you share data? 
You should have made the 
data subject aware at the 
point of collection how, and 
with whom you would be 
sharing their data. If not, you 
could be breaching GDPR.
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Who else 
has access to 
your data? 
Have they signed your Data Handling Policy? Have you checked how 
and where they will store that data?  

You may pass data to your accountant or delivery fi rm, but you also 
need to consider online services, such as Gmail, Adobe, Zoom, and 
MailChimp. All of these services access personal data or are used to 
process or send personal data. You need to identify them, and make 
sure you know where the data goes once it reaches them.

Data must 
be shared 
safely and 
responsibly.

www.gdprsolutions.org   |   01244 629 531 19



How you dispose 
of data

Data must 
be disposed 
of safely, and 
confi dentially. 
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Do you have 
a clear Data 
Retention 
Policy?
Do you know when you collected each record of data you store? Did 
you specify at the time of collection how long you planned to keep the 
data, or when you planned to dispose of it? Did you direct the data 
subject to your Data Retention Policy to make this clear? You need to 
know how long you will keep data for.
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Your 
website
Does your website have a bespoke, layered privacy policy?

The ICO (Information Commissioner’s Offi ce) state that at every 
point that you collect data on your website, you must have a 
privacy policy that is bespoke to your business.

You will need different privacy policies dependent on your 
business relationships.

People must be 
able to read and 
understand your 
privacy policy.
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Generic privacy policies 
are not acceptable
No two businesses are the same, even within the same sector.

What is a layered privacy policy?
GDPR requires that you make it easy for people to understand 
and digest your privacy policy. A layered privacy policy is a 
solution that allows people to see an easily digestible amount 
of information, whilst also allowing them to see more detailed 
information as required. 

You must also have recorded proof that the person whose 
data you are collecting has read, and actively agreed to your 
privacy policy (e.g. by ticking a box). 

Fail to do this and an individual who has fi lled out a form on 
your website has a potential compensation claim against you.
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The solution 
to GDPR 
compliance
Data Guardsman is a simple, effective online solution to GDPR 
compliance.

An easy-to-use system that will take you through to GDPR compliance, 
across all aspects of your business.

You don’t need any 

legal knowledge 

or external 

consultants, just 

common business 

sense.
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GDPR for any business 
without the need for 
external consultants
The Data Guardsman online software will give you 
everything you need to become GDPR compliant, including:

 ● Policies and bespoke policy builder
 ● Processes and procedures
 ● Guidance 
 ● Templates
 ● Instructions for your staff
 ● Resources etc. 

£1,000s worth of legal documents included at no extra cost. 

Whatever the size of your business - from sole trader to 
national organisation, answer straightforward business 
questions and work your way through to compliance.

Get a Data Guardsman demo – www.gdprsolutions.co.uk/pages/demo 25



Step-by-step 
approach

Easy-to-use modular 
approach - just add 
common business 
sense.
Data Guardsman is very 
easy to use and covers all 
aspects of your business 
relating to GDPR.

Get a Data Guardsman demo – www.gdprsolutions.co.uk/pages/demo26

The simple 4-step 
process for using 
Data Guardsman
Step 1: Select a module and answer the simple yes/ no 
business questions

Step 2: Print off the list of tasks that you need to do to 
complete the module

Step 3: Implement the tasks that will make you compliant for 
that module

Step 4: Print off the policy documents and tell your staff 
what they need to do

Your personalised 
dashboard allows 
you to log in from 
anywhere at any 
time. 
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Looking after 
your business 
interests
Avoid claims and fi nes - Claims companies are actively advertising for 
people to make GDPR claims against all types of businesses. 

Ensure business security - The ICO can impose damaging fi nes 
regardless of the size of your business. 

Look after customers and suppliers - You should ensure the security of 
personal data of employees, customers and suppliers.

If you ever plan to 

sell your business, 

not being GDPR 

compliant can have 

a serious impact on 

its value. 
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A versatile GDPR 
solution for your 
business
Businesses use the Data Guardsman software in a number of 
different ways:

Step-by-step approach – Go through all the modules one 
by one to get your accreditation and insurance backed 
guarantee.

Focus on areas of highest risk – Some areas of your business 
will leave you most exposed to being sued or fi ned. You can 
concentrate on these fi rst.

Check your GDPR compliance  – Many businesses that have 
gone through the process of becoming GDPR compliant use 
Data Guardsman to check that nothing has been missed.

Get a Data Guardsman demo – www.gdprsolutions.co.uk/pages/demo 29



Become GDPR 
compliant, and 
gain peace of 
mind for just 
£1,200.
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£250,000 
insurance 
backed 
guarantee  
Data Guardsman have arranged with Hiscox to be able to pay up to 
£250,000 against fi nes from the Information Commissioners Offi ce 
for breach of the GDPR rules if you have applied the DataGuardsman 
system and the system has been wrong.

They are so confi dent that it works that their insurers are content 
to take that risk.
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GDPR 
compliant 
accreditation 
Becoming GDPR compliant will give you a competitive 
edge. People want to deal with businesses who will look 
after their personal data. By gaining the Data Guardsman 
GDPR accreditation, you will position your business as being 
forward thinking, and this will help you stand out from 
your competition.

Get a Data Guardsman demo – www.gdprsolutions.co.uk/pages/demo 31



HOW CAN WE HELP? 
01244 629 531 

help@gdprsolutions.org 

www.gdprsolutions.org

Get a Data Guardsman demo – www.gdprsolutions.co.uk/pages/demo
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