PRIVACY POLICY
[Enter information] Limited is committed to ensuring that your privacy is protected. This document sets out the basis on which any personal data is collect from you, or that you provide, will be processed by us. It also sets out your privacy rights and how the law protects you.
About Us
[Enter information]  Limited is the Data Controller and is responsible for your personal data. If you have any questions in relation to this Privacy Policy, including any requests to exercise your rights in relation to data protection, please forward in writing to:
The Data Protection Manager,
[Enter information and address]
Your Personal Data
Personal Data means any information about an individual from which that person can be identified. We collect your information by;
- Phone
- Email
- [Add to list if necessary]
- Meetings
The information we collect may include;
- Your name
- Business name & address
- Contact details
By providing your personal data to us, you agree to this transfer, storing or processing. We do our upmost to ensure that all reasonable steps are taken to make sure that your data is stored securely and with restricted access. We cannot guarantee the security of data that you choose to send us electronically, sending such information is entirely at your own risk.
Use of your Personal Data
We will only use your personal data when the law allows us to. Generally, we will use your personal data to inform you of Estate Management issues or seek goods or services from any third party.
Access to Information
In accordance with the General Data Protection Regulation 2018 you have the right to access any information that we hold relating to you. Individuals can find out if we hold any personal information by making a ‘subject access request’. If we do hold information about you, we will:
- give you a description of it;
- tell you why we are holding it;
- tell you who it could be disclosed to.
[bookmark: _GoBack]To make a request for any personal information we may hold, you need to put the request in writing and send to the address provided above for the attention of the Data Protection Manager. If you agree, we will try to deal with your request informally, for example by providing you with the specific information you need over the telephone. You can give your consent to withdraw your personal data at any time. If you are already known to us and you choose to withdraw consent, we will remove/delete any personal data we hold about you, however, if this is the case please provide alternative contact details for the smooth running of the Estate.
