GREIG CAVEY COMMERCIAL LIMITED
PRIVACY NOTICE FOR CLIENTS/LANDLORDS

Data Controller: Mr Simon Cavey

Name of Company: Greig Cavey Commercial Limited
Address: 21 South Road, Hartlepool TS26 9HD
Telephone Number: 01429 275791

Email Address: Enquiries@greigcavey.com
Fax Number: 01429 862099

Date: 15th May 2018

What this Notice is about

Under the EU General Data Protection Regulations (GDPR), we are required to update the data
protection references in our engagement letter with clients and, in the case of individual
clients, provide certain details regarding the Firm and collection and use of your personal data.
Our policy is to collect only the personal data necessary for agreed purposes and we ask clients
to only share personal data where it is strictly needed for those purposes. We collect personal

data from our clients or from third parties acting on the instructions of the relevant client.

We process personal data to provide professional services in the administration and
management of our business. Your business contact details are used to provide you with
information about our services and other information which we think will be of interest to you,

unless you tell us not to.

We are subject to legal, regulatory and professional obligations. We need to keep certain
records to demonstrate that our services are provided in compliance with those obligations and

those records may contain personal data.

Personal data processed is kept by us for as long as is considered necessary for the purpose for
which it was collected (including as required by applicable law or regulation). In the absence of
specific legal, regulatory or contractual requirements, our retention policy period for records

and other documentary evidence created in the provision of services is 7 years.
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The data we collect/hold about you

We may hold personal data in connection with Contacts (including individuals associated with
existing clients and potential Greig Cavey clients) on our database. The personal data of a
Contact which may be added to our database will include contact title, name, phone number,
email address and other business contact details. The personal data of Contacts will be
retained for as long as it is necessary or can be deleted at any time at the request of the

Contact.

Greig Cavey Commercial will continue to provide specifically requested marketing information
to Contacts who have consented to receive such information for as long as is necessary. A
Contacts may opt out from receiving our marketing information at any opportunity either in
writing, by email or by post, or by telephone 01429 275791 (detailed above), and as such their

details will also be removed from our database.

Sharing data with others

We will share information we hold with others, where this is necessary. When we do this, we
must comply with data protection legislation. Information can be shared with contractors/
suppliers; utilities and service providers; tradespeople; financial organisations (including banks
and insurance companies); debt collection and tracing agents; public and government bodies
(including those who administer benefits, such as the Department for Work and Pensions or the
local authority); courts; police and law enforcement agencies; taxation authorities; local
authorities in relation to Council Tax and regulatory functions; letting and managing agents. We
also may share information with professional advisers such as lawyers, accountants and
professional bodies (RICS) or an advice agency which involves sharing information about you
with them. In some cases, we may be under a legal obligation to provide information either

because of the law or because of a contractual obligating binding on us.

Storage and security of data

We have put in place appropriate security measures to prevent your personal data from being
accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we
limit access to your personal data to those employees, agents, contractors and other third
parties who have a business need to know. They will only process your personal data on our

instructions and they are subject to a duty of confidentiality.
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All our information is stored securely electronically on servers or devices. Certain information is

also retained on a secure basis in hard copy format.

Telephone calls

To protect our legitimate interests telephone conversations may be recorded electronically for
monitoring and to ensure that we have a record of what is said. You or others may leave

messages when calling.

Holding data outside the European Union

Our email provider is British Telecommunications and web provider/host is Infotech 247 Limited.
Our email account is web based. Some providers store related data internationally and not
necessarily within the European Union. The recipient of this data is the provider concerned.
You need to refer to the provider concerned to determine if they have the required clearance
(adequacy decision) from the EU authorities or whether or not, instead, there is an agreement

containing appropriate and suitable safeguards and to obtain a copy of this agreement.

Your rights

Where we hold personal data about you, you are the data subject. Data protection legislation
gives you a number of rights. To exercise any of these rights you should contact us. You can do
so by email at the address given above or you can telephone us on the number given above. You

can also write to us at our address given at the top of this notice. Normally no fee is payable.

In particular you have a right to object to the processing of your information where we are
processing this in our own legitimate interests or those of someone else. This applies if you feel

that this impacts on your own interests or your fundamental rights or freedoms.

These rights are as follows -

Access - you have the right to make a request to be told what personal data we hold about you.
This is a right to obtain confirmation that data has been processed and to have access to your
personal data and the right to information details which should be provided with the privacy
notice.

Correction/Rectification - if you consider any data we hold about you is inaccurate you can tell us
so that where appropriate this can be corrected. Where a mistake is made in data processing
then you can ask to have it rectified. Any third parties who have received the data from us
should then be told of the rectification and you should be informed by us of any such third
parties.
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Erasure - you have a right to ask us in certain circumstances to erase any data we hold about you
(the so called right to be forgotten). Individuals can request the right to have personal data
erased to prevent processing in specific circumstances, i.e. it is no longer necessary, consent has
been withdrawn, there is an objection and where applicable your rights etc., override the
legitimate interests to continue our processing, or data has been unlawfully processed.

You can object to our processing of data - this allows you to object to our processing of data
about you. We must then stop processing data unless we can establish legitimate reason for
continuing. In particular this applies where we are relying on our own legitimate interests or
those of a third party to process data but it can also apply in other situations.

Restricting processing - you can ask us to suspend processing of your personal data and we must
then restrict processing of data. This includes where you are contesting the accuracy of a
statement or the lawfulness of the processing.

Data portability - this allows individuals to reuse their personal data for their own purposes across
different services allowing them to move, copy or transfer personal data more easily.

Withdrawal of consent

Where your consent provides us with the legal gateway to process data about you, you can

withdraw this at any time by telling us by email or post using the telephone/addresses given

Complaints

We operate our own internal complaints policy and if you have any concerns about the way in

which we collect or handle data please contact us.

Additionally, you have the right to lodge a complaint with the Supervisory Authority who is -

Information Commissioner

Information Commissioner's Office

Wycliffe House

Water Lane

Wilmslow
Cheshire
SK9 5AF

www.ico.org.uk
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