
GDPR
A 20 step guide
Like all businesses, Pauley Creative are 
working towards GDPR compliance. 

You may have read lots about the subject already, what it means 
and the impacts for businesses. What you may not know is 
where to start. So we've mapped out the process we are 
taking to prepare ourselves for the May 2018 deadline, 
in order to help other businesses visualise and break 
down the journey into bite size pieces.

Please note, this infographic is not a total solution to GDPR 
compliance but rather a guide of some of the steps we 
are taking. We advise you to take legal advice.
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Awareness

Ensure 3rd party compliance 
on all your systems that hold 
personal data including your 
CMS, marketing softwares, 
email platforms, data storage 
& backup systems.

Brief Sales Team with a 
prepared script to be 
asking the right questions 
and making people aware 
of their rights. Record calls 
that gain opt in if possible.

CRM compliance should 
be adhering to security 
policies such as pseudony-
misation, encryption and 
be able to record an 
auditable trail of opt ins.

Educate sta� to let them 
know new processes and 
procedures in order to 
stay compliant.

Implement SSL on all your 
websites to ensure data 
passed over the internet 
is secure.

Perform top level data 
audit to establish where 
your data is held both 
onsite and on 3rd 
party systems. 

Two way synchronisation 
makes it far less complex 
to stay on top of data 
going forward.

Two way synchronisation 
keeps your marketing 
team only marketing to 
opted in people.

Data deletion requests 
may also occur. Create 
automated procedures to 
handle data requests and 
cut down admin time.

Conduct in-depth data 
audit, apply a status to 
each contact and assess 
what data is being stored 
about each.

Delete data that is 
irrelevant, unused, out of 
date, or not opted in.

Get data DOI by pushing 
any contacts through a 
double optin process.

Implement double opt in 
to obtain legal opt-in for 
anyone new into the 
system between now and 
May 2018.

Centralise all data, ideally 
into your CRM or central 
repository to allow you to 
control the data within 
your business more 
e�ciently.

Restrict access to your 
data to only the individuals 
who require it.

Make yourself aware 
of the laws and gain 
legal advice.

Inform sta� that the laws 
are coming into force and 
that it will directly e�ect 
how they access, process 
and store information 
about people.

Appoint a data manager 
that is IT and marketing 
savvy to own the project 
and ensure deadlines 
are hit. 

Data requests are the right 
of individuals - make it 
visible and easy, and 
ensure data is completely 
deleted from every place 
including from backups.

Keep on top of live data 
to ensure GDPR is not a 
one o� exercise and your 
data is kept complaint.

Useful links: 
EASY TO DIGEST INFOGRAPHICS
www.simsrecycling.com
www.itgovernance.co.uk

GLOSSARY OF TERMS
www.eugdpr.org
www.ico.org.uk

GETTING READY
www.ico.org.uk

PROTECTION POLICY TEMPLATE
www.vinciworks.com

GAINING CONSENT EXAMPLES
www.econsultancy.com

REPORTING A BREACH
www.ico.org.uk

To gain access to the useful links visit   
www.pauleycreative.co.uk/gdpr

Call us on +44 (0) 1908 671707
or email talk@pauleycreative.co.uk

http://www.simsrecycling.com/Newsroom/Infographics/~/media/Images%202015/Infographics/gdpr%20infographic.ashx
https://www.itgovernance.co.uk/blog/wp-content/uploads/2016/04/EU-GDPR-new.jpg
http://www.eugdpr.org/glossary-of-terms.html
https://ico.org.uk/for-organisations/guide-to-data-protection/conditions-for-processing/
https://ico.org.uk/for-organisations/resources-and-support/data-protection-self-assessment/getting-ready-for-the-gdpr/
http://vinciworks.com/blog/gdpr-ready-data-protection-policy-template/
https://www.econsultancy.com/blog/69253-gdpr-10-examples-of-best-practice-ux-for-obtaining-marketing-consent
https://ico.org.uk/for-organisations/report-a-breach/
http://www.pauleycreative.co.uk/2017/10/20-step-guide-gdpr-compliance/
mailto:talk%40pauleycreative.co.uk?subject=A%2020%20Step%20Guide%20to%20GDPR%20Compliance

