Privacy
Policy

ThisPrivacy Policy sets out our commitmentto
protectingthe privacy of personalinformation provided
tous,or otherwise collected by us, offline or online,
including through this website. In thisPrivacy Policy we,
usorour meansSteers McGillan Eves Design Litd, its
successorsand assignees. When we collect, storeand
use your personal information, we do soinaccordance
withtherulessetdowninthe UK Data Protection Act
whichincludesthe changesset outby the General Data
Protection Regulation (EU) 2016/279 (the GDPR).

Personalinformation
Thetypesof personalinformation

or personal data wemay collectabout youinclude:

eyourname

« your businessname(s)

«images

« your contact details, including email address, mailing
address, street addressand/or telephone number;
your demographicinformation, such as postcode

«information you provide to us through customer
surveys

«details of productsand services we have provided to
youand/or that you have enquired about,and our
responsetoyou

« your browser session and geo-location data, device
and network information, statistics on page viewsand
sessions, acquisition sources, search queries and/or
browsingbehaviour;information about your access
anduse of our Site, including through the use of
Internet cookies, your communications with our Site,
thetype of browser youare using, thetype of
operatingsystem you are usingand the domainname
of your Internet service provider and your IPaddress

«additional personalinformation that you provide tous,
directly or indirectly, through your use of our Site,
associated socialmedia platforms;and any other
personalinformationrequested by usand/or provided
by youor athird party.

«wemay collect thesetypes of personal information
directly from you or from third parties.

Collection and use of personal information

«to enable youtoaccessand use our website and
associated social media platforms

«to contactand communicate with you

«forinternal record keeping and administrative
purposes

«for analytics, marketresearch and business
development,including to operate and improve our
Siteand associated social media platforms; torun
competitionsand/or offer additional benefits to you

«foradvertisingand marketing, including to send you
promotional information about our productsand
servicesandinformationabout third parties that we
consider may be of interest toyou

«tocomply with our legal obligationsandresolveany
disputesthat wemay have

«to consider your employment application or
engagement of freelance services

Disclosure of personal information to third parties

«third party service providers to enable themto provide
their services,includingand withoutlimitation; I'T
serviceproviders,data storage, web-hostingand server
providers, debt collectors, maintenance or problem-
solving providers, marketing or advertising providers,
professional advisors and payment systems operators

- our employees, contractorsand subcontractors

«Our existing or potential agents or business partners

* SPONSOrs or promoters of any competition werun

«anyoneto whom our businessor assets (or any part of
them)are, ormay (in good faith) be, transferred

«creditreportingagencies, courts, tribunalsand
regulatory authorities, in the event you fail to pay for
goodsor services wehave provided to you

«courts, tribunals, regulatory authoritiesand law
enforcement officers,asrequired by law, in connection
withany actual or prospectivelegal proceedings, orin
order to establish, exercise or defend ourlegalrights

«third parties, including agents or sub-contractors, who
assist usin providinginformation, products, services
or directmarketing to you. Thismay include parties
located, or that store data, outside of the United
Kingdom and third partiesto collect and process data,
suchas Google Analytics, or other relevantbusinesses.
Thismay include parties that store data outside of the
United Kingdom.
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Where wedisclose your personal information to third
parties,including data processors, we willrequest that
thethird party handle your personal informationin
accordance with this Privacy Policy. The third party
will only process your personal informationin
accordance with writteninstructionsfromusand we
requirethatthethird party either complies with the
principlesset outinthe GDPR data protection laws for
the transfer and processing of personal information.
When werefer to ‘processing inthis clauseand this
Privacy Policy in general, we mean any operation

or set of operations which is performed on personal
information, whether or notby automated means,
suchascollecting, recording, organising, structuring,
storage,adaptation or alteration, retrieval, consultation,
use, disclosure by transmission, dissemination or
otherwise makingavailable personal information.

Lawful Basisfor collection

For theabove stated collection, we willbe using
Legitimateinterestas our lawfulbasisas webelieve that
wehavealawfulbusinessinterestinprocessingthe
dataandtheimpactresulting from that processingon
theindividual'srightsand freedomsisminimal.
Inaddition tothat, where you arealready a client we
havearelevantand appropriaterelationship and there
willbeareasonable expectation for usto processthe
datainthe course of business. Where we collect your
[Paddressitwillbe processed for the purposes of fraud
protection, security measuresand crime prevention.
For additional collections outside the above stated
purposes wemay change thebasis for these specific
collectionsifadifferentlawful basisisdeemed more
appropriate.

Howlong will wekeep personal information?

Your personal data shallbe kept for nolonger thanis
necessary for the purposes for whichitisbeing
processed. There are some circumstances where
personal datamay be stored for longer periods, suchas
butnotlimited toaccountingand tax purposes, which
willbekept for aminimum of 7 yearsbefore erasure.

How wetreatpersonalinformationthatisalso
sensitiveinformation

For clarity sensitive informationis a sub-set of personal
information thatis givenahigherlevel of protection
under GDPR. Sensitive information meansinformation
relating to your racial or ethnic origin, political opinions,

religion, trade union or other professional associations
or memberships, philosophical beliefs, sexual
orientation, sexual practices or sex life, criminal
records, health information or biometric information.
Provided you consent, your sensitive information may
only beused and disclosed for purposesrelatingtothe
primary purposefor which the sensitive information
was collected. Sensitive information may alsobeused
ordisclosedifrequired or authorised by law.

Ourresponsibilitiesasa ‘controller' under the GDPR
Controllersare defined by the GDPR asnatural or legal
persons,apublic authority,agency or other body to
which personalinformation or personal datahasbeen
disclosed, whether viaathird party or not,and who
determinesthe purposesand means of processing
personal information. Weare a collector under the
GDPR aswe collect, use and store your personal
information to enable usto provide you with our goods
and/or services.

Asacollector, we have certain obligationsunder the
GDPR when collecting, storing and using the personal
information of EEA citizens. If youarean EEA citizen,
your personal data will be processed lawfully, fairly and
inatransparent manner by us:

«only be collected for the specific purposes wehave
identified inthe ‘collection and use of personal
information’ clause above and personal information
willnotbe further processed inamanner thatis
incompatible with the purposes we have identified

«becollectedinaway thatisadequate, relevantand
limited towhatisnecessary inrelation tothe purpose
for which the personalinformationis processed

*bekeptuptodate, whereitispossible and within our
controltodo so (pleaselet usknow if you would like us
tocorrectany of your personal information)

«bekeptinaformwhich permits ustoidentify you,
but only for solongasnecessary for the purposes for
which the personal data was collected

*beprocessed securely and inaway that protects
againstunauthorised or unlawful processingand
againstaccidentalloss, destruction or damage

wealsoapply these principles to the way we collect,
storeand use the personal information of our
customersor clientsoutside of the EEA.
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Specifically, wehave thefollowingmeasuresin
place,inaccordance with the GDPR:

Data protectionpolicies:

Wehaveinternal policiesin place which set out where
and how we collect personal information, howitis
stored and whereit goesafter we getit,inorder to
protect your personal information.

Righttoaskustoeraseyour personalinformation:
Youmay ask usto erase personalinformation we
hold about you.

Righttoaskustorestrictdataprocessing:

Youmay ask ustolimit the processing of your personal
information where you believe that the personal
information we hold about youiswrong (to giveus
enough timeto verify if theinformation needstobe
changed),or where processingdata isunlawfuland
yourequest ustorestrict the processing of personal
informationrather thanitbeingerased.

Maintain Records of Processing Activities:
Notification of databreaches: we will comply with the
GDPRinrespectofany databreach.

Ourresponsibilities as a‘processor’ under the GDPR
Where weare aprocessor, we have contracts
containingcertain prescribed termsin our contracts
with controllers. Depending on circumstances, we can
beacontroller or processor or controller and processor.

Inadditionto:

«our contractual obligations with controllers Where we
aresolely a processor);and

«ourlegal obligations under the GDPR asa controller
(whereweareboth a controller and processor)

Asaprocessor wealsohavethefollowing direct

responsibilities:

«nottouse asub-processor without the prior written
authorisation of the data controller

«to co-operate with supervisory authorities

«toensurethesecurity ofits processing

«tokeeprecords of processingactivities

- tonotify any personal databreachestothedata
controller

-tothe extent the GDPR applies to our processing of
your personal data, youagree that the GDPR Data
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Processing Schedule set out on our Site governssuch
processing.

« yourrightsand controlling your personal information

«Information from third parties: If wereceive personal
informationabout you fromathird party, we will
protectitassetoutinthisPrivacy Policy. If youarea
third party providing personal information about
somebody else, yourepresentand warrant that you
have such person’s consent to provide the personal
informationtous.

Restrict:

Youmay choosetorestrict the collection or use of your
personal information. If you have previously agreed to
ususing your personal information for direct
marketing purposes, youmay change your mind atany
timeby contactingususingthe detailsbelow.If you ask
ustorestricthow we process your personal
information, we will let you know how therestriction
affects your use of our Site or productsand services.

Accessand dataportability: Youmay request details of
the personalinformation that we hold about you. You
may requestacopy of the personal information we
hold about you. Where possible, we will provide this
informationin CSV format or other easily readable
machineformat. Youmay request that we erasethe
personal information wehold about youatany time.
Youmay alsorequest that we transfer this personal
informationtoanother third party (data portability).

Correction:If youbelieve that any information we hold
about youisinaccurate, out of date, incomplete,
irrelevant or misleading, please contact ususingthe
detailsbelow. We will takereasonable stepsto correct
any information found tobeinaccurate, incomplete,
misleadingor out of date.

Complaints:If youbelieve that we havebreached the
UK Data Protection Principles or an article of the GDPR
and wish tomakea complaint, please contact ususing
thedetailsbelow and provide us with full details of the
alleged breach. We will promptly investigate your
complaintandrespond to you,in writing, settingout the
outcome of our investigation and the steps we will take
todeal with your complaint. You also havetherightto
contact the UK Information Commissioner if you wish
tomakeacomplaint.
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Unsubscribe: Tounsubscribe from our e-mail database
or opt-out of communications (including marketing
communications), please contact ususing the details
below or opt-out using the opt-out facilities provided in
the communication.

Storageandsecurity

Weare committed to ensuring that the personal
information we collectis secure.In order to prevent
unauthorised access or disclosure, we have putinplace
suitable physical, electronic and managerial
proceduressuchastheencryption of personal
information, to safeguard and secure personal
information and protectit frommisuse, interference,
lossand unauthorised access, modificationand
disclosure.

We cannot guarantee the security of any information
thatistransmitted to or by us over the Internet. The
transmission and exchange of informationis carried
outat your ownrisk. Although we take measuresto
safeguard against unauthorised disclosures of
information, we cannot assure you that the personal
information we collect willnotbedisclosedina
manner thatisinconsistent with this Privacy Policy.

Cookiesand webbeacons

Wemay use cookiesonour Sitefrom timetotime. Cookies,
by themselves,donottell us your emailaddress or other
personally identifiable information. However, they do
allow third parties, such as Google and Facebook, to cause
our advertisementstoappear on your socialmediaand
onlinemediafeedsaspartof our retargeting campaigns.
Ifand when you choose to provide our Site with personal
information, thisinformationmay belinked tothedata
storedinthecookie.

Wemay use webbeaconsonour Sitefrom time totime.
Webbeacons(alsoknownas Clear GIFs)are small pieces
of code placed onaweb page tomonitor the visitor's
behaviour and collect dataabout the visitor's viewing

of awebpage. For example, webbeaconscanbeused
tocount theuserswho visita webpage or todeliver
acookietothebrowser of a visitor viewing that page.
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Wemay use Google Analyticsand other analyticstools
tocollectand processdata. Tofind out how Google uses
datawhen you use third party websites or applications,
please see https://policies. google.com/privacy/partners
orany other URL Googlemay use fromtimetotime.

Linksto other websites

Our Sitemay containlinksto other websites. We donot
haveany control over those websites and we arenot
responsible for the protection and privacy of any
personal information which you provide whilst visiting
those websites. Those websites are not governed by
thisPrivacy Policy.

Amendments

Wemay,atany time and at our discretion, vary this
Privacy Policy. Any amended Privacy Policy iseffective
oncewedisplay it on our website.

Forany questions or notices, please contact our
Data Controller at:
dataprotection@steersmcgillaneves.co.uk

Lastupdate: 8 May 2018
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Legitimate
Interest
Assessment
Record

Thisisarecord of the 3-part test confirming
LegitimateInterestisthe correctlawful basisfor our
day today contactinformation processing for new
and existing clientsand new and existing suppliers/
contractors/freelancers/staff of Steers McGillan Eves
Design Limited.

Purposetest-istherealegitimateinterestbehind
theprocessing?

Wehavealegitimate interestingin processing both new
and existing customers personal data to allow our
businessto operate and sell goods and or servicesto
thoseclients.

Wehavealegitimate interestin processing new and
existing suppliers/contractors contactinformation to
allow our business to operate and provide goodsand or
servicestoournew/existingclients

Necessity test-is the processingnecessary for that
purpose?

Itisnecessary to processthis personal datatoallow
day-to-day operation of our business, if we are unable to
processthe data we would be unableto operateasa
business.

Balancingtest-isthelegitimateinterestoverridden
by theindividual’sinterests, rights or freedoms?
Asthepersonal data primarily contactdata (name/
address/email/phone)for our existing or potential
businessclientsthereisareasonable expectation that
wewillbe processingthis dataand the processingis
much lesslikely to have any significantimpact on them
personally.

Decision

Webelievefor thereasonsalready stated above
legitimate interestsisthe most appropriate legalbasis
for processing our client datafor day-to-day
transactionssuchasinvoicing/quoting/provision of
goodsand/or services,also for dealing with suppliers/
dealing with subcontractors/general business
administration/staff administration for salary
processingand emergency contacts.
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