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�dd your ne2 te3t

�t �ssence �states �� 
tdƼ 2e understand t#at 2e #ave a responsibility to protect and respect 
your privacy and to loo& a!ter your personal data.

�#is �rivacy �otice and our Business �erms and �onditions e3plain 2#at personal data 2e 
collectƼ #o2 2e use your personal dataƼ reasons 2e may need to disclose your personal data 
to ot#ers and #o2 2e store your personal data securely.

�or clarityƼ �ssence �states �� 
td may be bot# data controller and data processor !or your 
personal data under certain circumstances.

�#o are 2eǂ

�ssence �states �� 
td is a provider o! contracting servicesƼ based in �ounty �ur#am.

�e are a �� 
imited �ompany 2it# our registered oƖice at 	agg 	ouse �armƼ �s# �inningƼ 
�	Ƣ Ƥ�B. 

�#e company number is ƜơơƠƜƟƞƝ and �ebecca Burton is t#e manager responsible !or data 
protection.

	o2 t#e la2 +rotects you

�ata protection la2s state t#at 2e are only able to process personal data i! 2e #ave valid 
reasons to do so.

�#e basis !or processing your personal data includesƼ but is not limited toƼ your consentƼ 
per!ormance o! a contractƼ to enable billing and remittanceƼ and to contact you !or customer 
service purposes.

	o2 do 2e collect +ersonal data !rom youǂ

�e receive in!ormation 2#en you complete t#e !orm on our 2ebsiteƼ i! you contact us by 
p#oneƼ emailƼ or ot#er2ise in respect o! any o! our services.


! you provide us 2it# personal data about a t#ird partyƼ you 2arrant t#at you #ave obtained 
t#e e3press consent !rom t#e t#ird party !or t#e disclosure and use o! t#eir personal data.



�dd your ne2 te3t

�#at ty+e o! data do 2e collect !rom youǂ

�#e personal data t#at 2e may collect !rom you includes your nameƼ addressƼ email addressƼ 
p#one numbersƼ business and company in!ormation and trading #istory. �e also retain 
records o! your ,ueries and correspondenceƼ in t#e event you contact us.

�e merely process suc# data on your be#al!Ƽ sub%ect to our �erms and �onditions.

�#at data do 2e storeǂ

ǚ�ontact details
ǚ�ro%ect details
ǚ�mail
ǚ�t#er correspondence

�e do not store any payment in!ormation suc# as ban& account details or credit card 
numbers.

	o2 do 2e use your dataǂ

�e use in!ormation about you in t#e !ollo2ing 2aysƽ

ǚ�o process orders t#at you #ave submitted to us
ǚ�o provide you 2it# services
ǚ�o comply 2it# any contractual obligationsƼ 2e may #ave 2it# you
ǚ�o #elp us identi!y you and any pro%ects 2e are 2or&ing on or #ave completed !or you
ǚ�o enable us to revie2Ƽ develop and improve our services
ǚ�o provide customer careƼ including responding to your re,uests i! you contact us 2it# a 
,uery
ǚ�o administer accountsƼ process payments and &eep trac& o! billing and payments
ǚ�o detect !raud and to ma&e sure 2#at you #ave told us is correct
ǚ�o carry out mar&eting and statistical analysis
ǚ�o noti!y you about c#anges to our services
ǚ�o provide you 2it# in!ormation about products or services t#at you re,uest !rom us or 2#ic# 
2e !eel may interest you based upon t#e 2or& 2e #ave completed !or you
ǚ�o in!orm you o! service and price c#anges
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Retention +eriods

�e 2ill &eep your personal data !or t#e duration o! t#e period you are a customer o! �ssence 
�states �� 
td.

�ue to t#e nature o! t#e servicesƼ 2e oƖer and t#e relations#ip t#at 2e #ave 2it# our 
customersƼ 2e 2ill assume t#at you are still a customer until you tell us t#at you no longer 
2ant to be considered as a customer.


! you let us &no2 t#at you are no longer a customerƼ 2e 2ill delete all unnecessary electronic 
data and destroy all unnecessary #ard copy data t#at 2e #old.

�e s#all retain any pro%ect data t#at is re,uired to sa!eguard our legal liability !ollo2ing t#e 
completion o! any pro%ect.

�#o #as access to your +ersonal dataǂ

�or t#e avoidance o! doubtƼ 2e do not and never s#all sell your personal data to t#ird parties 
!or mar&eting or advertising purposes.

�e may pass your personal data to t#ird parties !or t#e provision o! services on our be#al!Ƽ but 
2e 2ill only ever s#are in!ormation about you t#at is necessary to provide t#e service. �or 
e3ampleƼ i! 2e need to use a provider o! specialist e,uipment or services as part o! t#e 2or& 
t#at 2e are doing !or you.

�e may s#are your in!ormation i! 2e are ac,uired by a t#ird party and t#ere!ore your data 2ill 
be deemed an asset o! t#e business. 
n t#ese circumstancesƼ 2e may disclose your personal 
data to t#e prospective buyer o! our businessƼ sub%ect to bot# parties entering into appropriate 
con!identiality underta&ings.

�e may s#are your personal data i! 2e are under a duty to disclose data to comply 2it# any 
legal obligation or to protect t#e rig#tsƼ propertyƼ or sa!ety o! �ssence �states �� 
tdƼ our 
customersƼ or ot#ers. �#is includes but is not limited to e3c#anging in!ormation 2it# ot#er 
companies and organisations !or t#e purposes o! !raud protectionƼ credit ris& reduction and 
dispute policies. 	o2everƼ 2e 2ill ta&e steps 2it# t#e aim o! ensuring t#at your privacy rig#ts 
continue to be protected.
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�our ri"#ts

�ou #ave t#e rig#t to ob%ect to our use o! your personal dataƼ or as& us to deleteƼ remove or 
stop using it i! t#ere is no need !or us to &eep it. �#is is &no2n as your rig#t to be !orgotten.

�#ere are legal and accountancy reasons 2#y 2e 2ill need to &eep your dataƼ but please do 
in!orm us i! you t#in& 2e are retaining or using your personal data incorrectly.


n preventing t#e use or processing o! your personal dataƼ it may delay or prevent us !rom 
!ul!illing our contractual obligations to you. 
t may also mean t#at 2e s#all be unable to provide 
our services or process t#e cancellation o! your service.

�ur �rivacy �otice s#all be made clear to you at t#e point o! collection o! your personal data.

�eeping customers up to date is part o! our service and 2e consider updating to include 
ma&ing you a2are o! ne2 solutions to topical issues. �#e solution may be a ne2 or improved 
service. �ou #ave t#e rig#t to as& us not to process your personal data !or mar&eting purposes. 

! you c#oose not to receive mar&eting communications !rom us about our products and 
servicesƼ please let us &no2 at any time at in!oǫessenceestatesneltd.co.u&

�ou #ave t#e rig#t to as& to see t#e data 2e store and process t#at relates to you and 2e 
2ould be #appy to provide t#at in!ormation upon re,uest.

�#ere 2e store your +ersonal data

�ll in!ormation you provide to us is stored on our secure cloudǒbased servers.

�mail is #eld on t#e storage provided by �oogle 
nc.

�ro%ect documents including p#otograp#s are stored on our �ropbo3 system.

�lease re!er to t#e in!ormation publis#ed by t#ese companies in relation to encryption and 
security. �e are com!ortable t#at t#ey provide a very secure storage solution.

�ur 
� e,uipment is protected by t#e so!t2are !rom �pple.

�mail and pro%ect documents are bac&edǒup regularly onto an e3ternal #ard drive and t#is is 
&ept in a remote secure location.
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Liability

�e agree to ta&e reasonable measures to protect your data in accordance 2it# applicable 
la2s and in accordance 2it# our �erms and �onditions.


n t#e event o! a data breac#Ƽ 2e s#all ensure t#at our obligations under applicable data 
protection la2s are complied 2it# 2#ere necessary.

Contact us

�lease eǒmail any ,uestions or comments you #ave about privacy to us at 
in!oǫessenceestatesneltd.co.u&

�our rig#t to ma&e a complaint

�ou #ave t#e rig#t to ma&e a complaint about #o2 2e process your personal data to t#e 

n!ormation �ommissionerƽ

#ttpsƽǢǢico.org.u&ǢconcernsǢ


n!ormation �ommissionerǄs �Ɩice
�ycliƖe 	ouse
�ater 
ane
�ilmslo2
�#es#ire
��Ƥ Ơ��

�elep#oneƽ ƛƞƛƞ ƜƝƞ ƜƜƜƞ

�igned       �ebecca Burton
        �anaging �irector


