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INTRODUCTION AND DEFINITIONS
Keltbray Group is committed to protecting and respecting your privacy.
This privacy notice sets out the basis on which any personal data collected from information you input into our website
will be processed by us.
Our site may, from time to time, contain links to and from other websites. If you follow a link to any of these websites,
please note that these sites have their own privacy policies and that we do not accept any responsibility or liability for
those policies. Please check their privacy policies before you submit any personal data to those websites as they may not
be on the same terms as ours.
HOW WE USE YOUR INFORMATION
The following sections explain what information we hold about you, why we are processing that information, the legal
basis for the processing, the duration for which we keep your information and (if applicable) who your information will be
shared with.
Which information do we process and for what purpose?
We process the following information from you:


Information you give us. This is information about you that you give us by filling in forms on our site. It includes
information you provide when you complete the ‘Contact Us’ details. The information you give us may include your
name, address, email address and phone number.

We process information we collect about you for the purpose of responding to your enquiry.
What are the grounds for processing your information?
We are processing your data on the grounds the processing is necessary for us to carry out the task of responding to your
enquiry.
Duration and further processing
We only keep your information for so long as it is reasonably necessary. When setting our data retention periods, we
consider the amount, nature, and sensitivity of the information we hold, the potential risk of harm from unauthorised use
or disclosure of the information and the purposes for which we process the information (including whether we can achieve
those purposes by other means). We also take into account our other legal obligations to keep or securely dispose of
personal information.
Who is your information shared with?
Your personal information is not shared with anyone except where we are required to do so to comply with the law or to
protect our rights.
Personal information is not retained on our systems unless it is required for the ongoing operation of one of our services
(including where we are legally required to keep a record of your data).
In order to achieve the purpose of responding to your enquiry we may share your data with the following people or group
of people:


Our outsourced IT providers may have access to your personal data on our IT systems if such access is required to
enable them to resolve problems with our systems. Our IT providers are subject to strict contractual obligations to
treat your personal information with the utmost sensitivity, to keep it confidential and to comply with data protection
law at all times.



We may provide personal data to our legal advisers or other professional advisers, if necessary to defend claims,
protect our rights, or receive advice on compliance with the law. Such transfers will be protected by confidentiality
obligations owed by our advisers.

Automated decision making
We do not make automated decisions about you based on your information.
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YOUR RIGHTS
Under data protection law you have the following rights:


if we are processing your data on the basis of your consent then you have the right to withdraw that consent at any
time. Consent can be withdrawn by notifying us using the details set out in the ‘Contact’ section below;



the right to access a copy of your information which we hold. Additional details on how to exercise this right are set
out in the ‘Access to Information’ section, below;



the right to prevent us processing your information in certain circumstances, for example, whilst a complaint about
its accuracy is being resolved;



the right to object to us processing your personal information in certain circumstances;



the right to erasure. You can request that your personal data is erased altogether, although we can override this
request in certain circumstances.



the right to rectification. If at any point you believe that the personal data we hold about you is inaccurate, you can
ask to have it corrected



in certain circumstances, the right to request the information we hold on you in a machine readable format so that
you can transfer it to other services. This right is called 'data portability'. Additional details on how to exercise this
right are set out in the ‘Access to Information’ section below.

You also have the general right to complain to us (in the first instance) and to the Information Commissioner's Office (if
you are not satisfied by our response) if you have any concerns about how we hold and process your information. Our
contact details are set out in the ‘Contact’ section below. The Information Commissioner's Office website is www.ico.org.uk
For further information on your rights under data protection law and how to exercise them, you can contact Citizens Advice
Bureau (www.citizensadvice.org.uk) or the Information Commissioner's Office (www.ico.org.uk).
COOKIES
Our site uses cookies to distinguish you from other users of our site. This helps us to provide you with a good experience
when you browse our site and also allows us to improve our site.
Visitors to our site who do not wish to have cookies placed on their computers should set their browsers to refuse cookies
before using our site. This will mean that some features of our site may not function properly without the aid of cookies.
ACCESS TO INFORMATION
Under data protection law you can exercise your right of access by making a written request to receive copies of some of
the information we hold on you.
You can receive this information without cost to yourself however if you are requesting copies of documents you already
possess, we may charge reasonable administrative costs. We will also be allowed to charge you for our reasonable
administrative costs in collating and providing you with details of the requested information which we hold about you if
your request is clearly unfounded or excessive. In very limited circumstances, we are also entitled to refuse to comply
with your request if it is particularly onerous.
DATA SECURITY
We will always store your digital information on secure servers. Unfortunately, however, the transmission of information
via the internet is not completely secure. Although we will do our best to protect your information, we cannot guarantee
the security of your information transmitted to our site or otherwise to our servers (such as by email). Any such
transmission is at your own risk. Once we have received your information, we will use strict procedures and security
features to try to prevent unauthorised access.
CHANGES TO OUR PRIVACY NOTICE
This notice was last updated on 25 May 2018. Any material changes we may make to our privacy notice in the future will
be uploaded to our website. Please check back frequently to see any updates or changes to our privacy notice.
CONTACT
Questions, comments and requests regarding this privacy notice are welcomed and should be addressed to the Data
Protection Officer, Keltbray Group, St Andrew’s House, Portsmouth Road, Esher, KT10 9TA.
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