
PERSONAL DATA PROCESSING AND PROTECTION POLICY 

 

1. Purpose 

Th$s pol$cy has been prepared $n order to comply w$th all appl$cable data protect$on leg$slat$on, espec$ally the 
Personal Data Protect$on Law No. 6698 (KVKK), $n the act$v$t$es carr$ed out by the data controller TT HOTELS 
TURKEY OTEL HİZ. TUR. VE TİC. A.Ş. (“TT HOTELS”), and to determ$ne the bas$c pr$nc$ples, methods and pract$ces 
regard$ng the process$ng and protect$on of personal data. It also def$nes the general framework of the d$sclosure 
obl$gat$on that must be fulf$lled $n accordance w$th Art$cle 10 of the Law. 

2. Scope 

The pol$cy covers all personal data process$ng act$v$t$es carr$ed out w$th$n TT HOTELS. Personal data belong$ng to 
employees, employee cand$dates, suppl$ers, guests, v$s$tors and other th$rd part$es are evaluated w$th$n th$s scope, 
$nclud$ng data processed $n any electron$c or phys$cal env$ronment. 

Personal data categor$es, process$ng purposes, legal reasons and transfer deta$ls accord$ng to relevant person groups; 
It $s stated $n deta$l $n the clar$f$cat$on texts prepared by TT HOTELS and $n the Personal Data Process$ng Inventory 
conta$ned $n VERBİS records. 

3. Def<n<t<ons 

Rec$p$ent Group: The category of natural or legal person to whom personal data $s transferred by the data controller. 
Expl$c$t Consent: Consent regard$ng a spec$f$c $ssue, based on $nformat$on and expressed w$th free w$ll. 
Anonym$zat$on: Mak$ng personal data $mposs$ble to assoc$ate w$th an $dent$f$ed or $dent$f$able natural person $n any 
way, even by match$ng $t w$th other data. 
Employee: TT HOTELS Staff 
Employee Cand$date: Real person who appl$es to work $n our company. 
EBYS: Electron$c Document Management System 
Electron$c Env$ronment: Env$ronments where personal data can be created, read, changed and wr$tten w$th electron$c 
dev$ces. 
Non-Electron$c Med$a: All wr$tten, pr$nted, v$sual, etc. other than electron$c med$a. other env$ronments. 
Serv$ce Prov$der: Natural or legal person who prov$des serv$ces w$th$n the framework of a spec$f$c contract between 
TT HOTELS and KVKK. 
Relevant Person: Natural person whose personal data $s processed. 
Relevant User: Persons who process personal data w$th$n the data controller organ$zat$on or $n l$ne w$th the 
author$zat$on and $nstruct$ons rece$ved from the data controller, exclud$ng the person or un$t respons$ble for the 
techn$cal storage, protect$on and backup of the data. 
Destruct$on: Delet$on, destruct$on or anonym$zat$on of personal data. 
Law: Personal Data Protect$on Law No. 6698. 
Record$ng Env$ronment: Any env$ronment where personal data $s processed by fully or part$ally automat$c or non-
automat$c means, prov$ded that $t $s part of any data record$ng system. 
Personal Data: Any $nformat$on regard$ng an $dent$f$ed or $dent$f$able natural person. 
Personal Data Process$ng Inventory: Personal data process$ng act$v$t$es carr$ed out by data controllers depend$ng on 
the$r bus$ness processes; The $nventory they create by assoc$at$ng the personal data w$th the purposes and legal 
reason for process$ng personal data, the data category, the transferred rec$p$ent group and the data subject person 
group, and deta$l$ng the max$mum retent$on per$od requ$red for the purposes for wh$ch personal data are processed, 
the personal data env$saged to be transferred to fore$gn countr$es and the measures taken regard$ng data secur$ty. 
Process$ng of Personal Data: All k$nds of operat$ons performed on data such as obta$n$ng, record$ng, stor$ng, 
preserv$ng, chang$ng, rearrang$ng, d$sclos$ng, transferr$ng, tak$ng over, mak$ng ava$lable, class$fy$ng or prevent$ng the 
use of personal data by fully or part$ally automat$c or non-automat$c means prov$ded that $t $s part of any data 
record$ng system. 
Board: Personal Data Protect$on Board 
KVKK: Personal data protect$on author$ty 
Guest: Real person stay$ng $n our hotel 
Spec$al Personal Data: Data regard$ng people's race, ethn$c or$g$n, pol$t$cal op$n$on, ph$losoph$cal bel$ef, rel$g$on, sect 
or other bel$efs, appearance and dress, assoc$at$on, foundat$on or un$on membersh$p, health, sexual l$fe, cr$m$nal 
conv$ct$on and secur$ty measures, as well as b$ometr$c and genet$c data. 



Per$od$c Destruct$on: The process of delet$ng, destroy$ng or anonym$z$ng personal data, wh$ch $s spec$f$ed $n the 
personal data storage and destruct$on pol$cy and w$ll be carr$ed out ex off$c$o at recurr$ng $ntervals, $n case all the 
cond$t$ons for process$ng personal data spec$f$ed $n the law are el$m$nated. 
Pol$cy: Personal Data Storage and Destruct$on Pol$cy 
Suppl$er Employee: Company off$c$al/employee w$th$n the scope of a certa$n product or serv$ce contract. 
Data Processor: Real or legal person who processes personal data on behalf of the data controller, based on the 
author$ty g$ven by the data controller. 
Data Record$ng System: A record$ng system $n wh$ch personal data $s structured and processed accord$ng to certa$n 
cr$ter$a. 
Data Controller: The natural or legal person who determ$nes the purposes and means of process$ng personal data 
and $s respons$ble for establ$sh$ng and manag$ng the data record$ng system. 
Data Controllers Reg$stry Informat$on System: The $nformat$on system created and managed by the Pres$dency, 
access$ble over the $nternet, that data controllers w$ll use $n apply$ng to the Reg$stry and other related transact$ons 
related to the Reg$stry. 
VERBİS: Data Controllers Reg$stry Informat$on System 
Regulat$on: Regulat$on on Delet$on, Destruct$on or Anonym$zat$on of Personal Data publ$shed $n the Off$c$al Gazette 
dated 28 October 2017. 
 
4. Author<ty and Respons<b<l<t<es 

ROLE JOB DESCRIPTION 
Data Controller Contact Person Within the scope of TT HOTELS, both within the scope of EU 

GDPR and KVKK, harmonizing the operation of the entire 
group with the legislation, preparing general policies, inspecting 
the processes, planning and preparation of trainings, examining 
and finalizing the applications and complaints to be made in 
accordance with the legislation, ensuring communication and 
coordination with the TUI Center and other companies of TUI, 
by TUI Center. Fulfilling the assigned duties is the main duty of 
this commission. It also performs the duties of registering to 
VERBİS, notifying and responding to correspondence with the 
KVK Authority on behalf of the Data Controller. 

KVKK Commission Local data protection compliance subject matter expert 
• To take into account the obligations of businesses and 
relevant employees under applicable data protection laws, 
including the EU General Data Protection Regulation. 
• Monitor, evaluate, analyze and verify compliance with 
applicable data protection laws, including regulatory and 
internal data protection policies. 
• Supporting the investigation and handling of data protection 
complaints and data security incidents. 
• Propose and monitor the performance of data protection 
impact assessments 
• To develop, deliver and monitor employee training and 
awareness. 
• Maintain and comply with applicable recordkeeping 
requirements. 
• Act as a point of contact and cooperate with the local 
supervisory authority. 
• Cooperating with the TUI Group Data Protection and Privacy 
Network. 

Data Security Commission Identifying IT and Physical Infrastructure gaps and informing 
the management how and at what costs these gaps and 
deficiencies can be closed, taking the necessary actions with 
the approval of the management, carrying out the necessary 
controls and inspections both on the basis of the facility and 
the Head Office. 



Facility DPO As TT HOTELS, ensuring that all decisions and implementation 
instructions taken within the scope of KVKK/GDPR are 
implemented and supervised in the facility in charge, and 
supporting the process by participating in the training given by 
the facility KVVK/GDPR trainer, 
To identify the problems and needs in the facilities and to 
report them to both the KVKK commission and the Data 
Security Commission, and to fulfill other duties assigned by the 
KVKK/GDPR Commission. 
 

Hotel KVKK Training Officer To make plans for the delivery of KVKK awareness training to 
all personnel, to provide training and or to ensure that the 
training is carried out. 

 

5. Bas<c Pr<nc<ples 

TT HOTELS carr$es out $ts personal data process$ng act$v$t$es $n accordance w$th the follow$ng pr$nc$ples: 

• Compl$ance w$th law and honesty rules 

• Accuracy and t$mel$ness 

• Spec$f$c, clear and leg$t$mate purposes 

• Purpose-related, l$m$ted and measured process$ng 

• Stored for the per$od st$pulated $n the relevant leg$slat$on or necessary for the purpose for wh$ch they are 
processed. 

6. Purposes of Process<ng Personal Data 

TT HOTELS processes personal data for the follow$ng purposes: 

 
Data Category Purpose of Personal Data Processing 
1-ID -Execution of Emergency Management Processes 

-Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
-Execution of Employee Satisfaction and Loyalty Processes 
- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Conducting Educational Activities 
-Conducting Activities in Compliance with Legislation 
-Execution of Commitment Processes to the Company / Product / Services 
-Ensuring Physical Space Security 
-Following and Execution of Legal Affairs 
-Performing Communication Activities 
-Execution/Audit of Business Activities 
-Performing Occupational Health / Safety Activities 
-Execution of Logistics Activities 
-Execution of Goods / Service Purchasing Processes 
-Execution of Goods / Service Sales Processes 
-Conducting Performance Evaluation Processes 
-Execution of Contract Processes 
-Following of Requests / Complaints 
-Foreign Personnel Work and Residence Permit Procedures 
-Conducting Talent / Career Development Activities 
-Providing Information to Authorized Persons, Institutions and Organizations 
-Creation and Tracking of Visitor Records 



2-Contact -Execution of Emergency Management Processes 
-Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Conducting Activities in Compliance with Legislation 
-Execution of Commitment Processes to the Company / Product / Services 
-Ensuring Physical Space Security 
-Following and Execution of Legal Affairs 
-Performing Communication Activities 
-Execution of Logistics Activities 
-Execution of Goods / Service Purchasing Processes 
-Following of Requests / Complaints 
-Foreign Personnel Work and Residence Permit Procedures 
-Providing Information to Authorized Persons, Institutions and Organizations 
-Creation and Tracking of Visitor Records 

4-Essentials - Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Conducting Educational Activities 
-Conducting Performance Evaluation Processes 
-Conducting Talent / Career Development Activities 
-Providing Information to Authorized Persons, Institutions and Organizations 

5-Legal Action -Following and Execution of Legal Affairs 
6-Customer Transaction -Execution of Emergency Management Processes 

-Conducting Activities in Compliance with Legislation 
-Ensuring Physical Space Security 
-Following and Execution of Legal Affairs 
-Performing Communication Activities 
-Execution/Audit of Business Activities 
-Performing Occupational Health / Safety Activities 
-Execution of Goods / Service Purchasing Processes 
-Execution of Goods / Service Sales Processes 
-Following of Requests / Complaints 
-Providing Information to Authorized Persons, Institutions and Organizations 
-Performing Management Activities 
-Creation and Tracking of Visitor Records 

7-Physical Space Security -Ensuring Physical Space Security 
-Providing Information to Authorized Persons, Institutions and Organizations 
-Creation and Tracking of Visitor Records 

8-Transaction Security -Execution of Information Security Processes 
-Providing Information to Authorized Persons, Institutions and Organizations 

10-Finance -Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Following and Execution of Legal Affairs 
-Foreign Personnel Work and Residence Permit Procedures 
-Providing Information to Authorized Persons, Institutions and Organizations 

11-Professional Experience -Execution of Emergency Management Processes 
-Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Conducting Educational Activities 
-Conducting Activities in Compliance with Legislation 
-Ensuring Physical Space Security 
-Performing Communication Activities 
-Performing Occupational Health / Safety Activities 
-Execution of Goods / Service Purchasing Processes 
-Conducting Performance Evaluation Processes 



-Execution of Contract Processes 
-Foreign Personnel Work and Residence Permit Procedures 
-Conducting Talent / Career Development Activities 
-Providing Information to Authorized Persons, Institutions and Organizations 

13-Visual and Audio Records -Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
-Performing Communication Activities 
-Foreign Personnel Work and Residence Permit Procedures 
-Providing Information to Authorized Persons, Institutions and Organizations 

16-Philosophical Beliefs, Religion, Sects and 
Beliefs 

- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 

21-Health Information -Execution of Emergency Management Processes 
-Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
- Fulfillment of Employment Contract and Legislation Obligations for 
Employees 
-Performing Occupational Health / Safety Activities 
-Providing Information to Authorized Persons, Institutions and Organizations 
-Other (Protection of Public Health) 

23-Criminal Conviction and Security Measures -Conducting Employee Candidate / Intern / Student Selection and Placement 
Processes 
-Ensuring Physical Space Security 
-Conducting Performance Evaluation Processes 
-Providing Information to Authorized Persons, Institutions and Organizations 

24-Biometric Data -Ensuring Physical Space Security 
26-Other Information - Body Information -Other (Supply of clothing to staff) 

 
These purposes are also deta$led $n our personal data storage and destruct$on pol$cy and $n the d$sclosure texts of 
the relevant persons. 

7. Personal Data Collect<on Methods and Legal Reasons 

Personal data can be collected through automatic or non-automatic means, written, verbal and electronic means, 
provided that it is part of any data recording system; It is collected for legal reasons such as explicit consent, 
performance of the contract, fulfillment of legal obligations, foreseen by law, data processing is mandatory for the 
establishment, use or protection of a right, legitimate interests of the data controller and protection of public health, 
provided that it does not harm the fundamental rights and freedoms of the person concerned. 
 
8. Domest<c and Internat<onal Data Transfer 

Personal data may be transferred to domest$c and fore$gn bus$ness partners, aff$l$ates, publ$c $nst$tut$ons or 
author$zed organ$zat$ons $n accordance w$th the cond$t$ons st$pulated by the Law. Internat$onal transfers are carr$ed 
out espec$ally $n processes related to TUI AG and group compan$es $n Germany. Data hosted $n cloud systems such as 
M$crosoft 365 are transferred abroad $n accordance w$th secur$ty measures. The "Regulat$on on Data Transfer Abroad" 
dated July 10, 2024 $s taken as bas$s. 

9. Cond<t<ons for Process<ng of Spec<al Personal Data 

In KVKK, the Data Controller $s more respons$ble for the protect$on of personal data determ$ned as "personal data of 
spec$al nature". 
He acts sens$t$vely and carefully. Spec$al categor$es of personal data are not processed by the Inst$tut$on and $ts 
aff$l$ated compan$es w$thout the expl$c$t consent of the data owner. The Data Controller processes the cr$m$nal 
record-related data and health reports of $ts employees and employee cand$dates, $n order to be $ncluded $n the 
personnel f$le of the$r d$sab$l$ty status or to make ass$gnments $n accordance w$th the$r health status when mak$ng an 
ass$gnment, by tak$ng adequate measures $n accordance w$th the relevant leg$slat$on and to be determ$ned by the 
leg$slat$on. In add$t$on, all other pol$c$es and $nformat$on texts publ$shed by the data controller $nclude $nformat$on 
texts regard$ng spec$al data process$ng act$v$t$es and, when necessary, expl$c$t consent forms. 
 
10. Measures Implemented to Protect Personal Data 



Techn<cal and Adm<n<strat<ve Measures 
The follow<ng techn<cal and adm<n<strat<ve measures are taken to ensure the secur<ty of personal data: 
 
Key management $s $mplemented. 
Network secur$ty and appl$cat$on secur$ty are ensured. 
A closed system network $s used for personal data transfer v$a the network. 
Secur$ty measures are taken w$th$n the scope of supply, development and ma$ntenance of $nformat$on technology 
systems. 
The secur$ty of personal data stored $n the cloud $s ensured. 
Access logs are kept regularly. 
Corporate pol$c$es on access, $nformat$on secur$ty, use, storage and destruct$on have been prepared and 
$mplemented. 
Conf$dent$al$ty comm$tments are made. 
The author$t$es of employees who change the$r dut$es or leave the$r jobs $n th$s area are removed. 
Up-to-date ant$-v$rus systems are used. 
F$rewalls are used. 
Personal data secur$ty pol$c$es and procedures have been determ$ned. 
Personal data secur$ty $ssues are reported qu$ckly. 
Personal data secur$ty $s mon$tored. 
Necessary secur$ty measures are taken regard$ng entry and ex$t to phys$cal env$ronments conta$n$ng personal data. 
The secur$ty of phys$cal env$ronments conta$n$ng personal data aga$nst external r$sks (f$re, flood, etc.) $s ensured. 
The secur$ty of env$ronments conta$n$ng personal data $s ensured. 
Personal data $s reduced as much as poss$ble. 
Personal data $s backed up and the secur$ty of the backed up personal data $s ensured. 
User account management and author$zat$on control system $s $mplemented and these are also mon$tored. 
Per$od$c and/or random aud$ts are carr$ed out w$th$n the $nst$tut$on. 
Log records are kept w$thout user $ntervent$on. 
Current r$sks and threats have been $dent$f$ed. 
Cyber secur$ty measures have been taken and the$r $mplementat$on $s constantly mon$tored. 
Penetrat$on test$ng $s appl$ed. 
Data process$ng serv$ce prov$ders are per$od$cally aud$ted regard$ng data secur$ty. 
Data process$ng serv$ce prov$ders are made aware of data secur$ty. 
There are d$sc$pl$nary regulat$ons for employees that $nclude data secur$ty prov$s$ons. 
Tra$n$ng and awareness act$v$t$es are carr$ed out at regular $ntervals for employees regard$ng data secur$ty. 
An author$ty matr$x has been created for employees. 
Protocols and procedures for the secur$ty of spec$al personal data have been determ$ned and $mplemented. 
If sens$t$ve personal data $s to be sent v$a e-ma$l, $t must be sent encrypted us$ng a corporate ma$l account. 
The s$gned contracts conta$n data secur$ty prov$s$ons. 
Encrypt$on $s done. 
 
11. Data Breach Management 

• When a v$olat$on $s detected, the KVK Author$ty $s not$f$ed w$th$n 72 hours. 

• Relevant persons are $nformed. 

• Root cause analys$s $s performed and measures are taken to prevent recurrence. 

12. Storage and Destruct<on of Personal Data 

The data $s stored for the per$od st$pulated $n the leg$slat$on. At the end of the per$od, $t $s deleted, destroyed or 
anonym$zed $n accordance w$th the "Personal Data Storage and Destruct$on Pol$cy". 

13. R<ghts of the Relevant Person 

In accordance w$th Art$cle 11 of KVKK, data subjects have the follow$ng r$ghts: 

• Learn$ng whether personal data $s processed or not 

• If $t has been processed, request $nformat$on about $t 

• Request correct$on, delet$on, destruct$on 



• Learn$ng about transferred th$rd part$es 

• Object to process$ng be$ng analyzed exclus$vely by automated systems 

• Cla$m compensat$on $n case of damage. 

14. Management and Update of Pol<cy 

The pol$cy $s approved by TT HOTELS management. It $s updated when necessary, $n parallel w$th leg$slat$ve changes 
or developments $n the act$v$t$es of the $nst$tut$on. Updates are announced to employees and stakeholders. 

15. Commun<cat<on 

Quest$ons and requests regard$ng personal data process$ng act$v$t$es can be d$rected to the Data Controller Contact 
Person: dpo@tu$hotels.com.tr 

However, $t $s $mportant for the relevant persons to f$rst carefully read the $nformat$on texts prepared for them and 
exam$ne the purposes, methods, storage per$ods and appl$cat$on steps spec$f$ed there$n. Act$ng $n accordance w$th 
the $nstruct$ons $n the relevant $nformat$on text before apply$ng w$ll ensure the smooth funct$on$ng of the processes. 

 

TT HOTELS TURKEY OTEL HİZ. TUR. VE TİC. A.Ş. 

 

 


