Privacy Policy
Overview

At ARC Surveyors Ltd we take our obligations under privacy and data protection law very
seriously. This Privacy Policy is designed to help you understand what Personal Information
we collect, why, how we use it and who we share it with. It also explains the rights you have
in connection with your Personal Information, including how to contact us or to make a
complaint.

This notice applies to ARC Surveyors Ltd, who we also refer to throughout as "we", "us" or
"our

If you have any questions about this statement please get in touch with your usual ARC
Surveyors Ltd contact or see below for our Contact Information.

This Privacy Policy may change from time to time and in response to guidance and best
practice advice issued by the Information Commissioner's Office. We will inform you of
changes to this Privacy Policy via our website.

What Personal Information do we collect and use?

The type of Personal Information we collect and process depends on our relationship with you
and the context in which we obtain and use it.

Clients — where we are advising and/or acting for you

We will require certain Personal Information to be able to provide our service to you. If you do
not provide Personal Information we ask for, it may delay or prevent us from providing services
to you.

Business development and Website use

If we are advising and/or acting for you, if we have or would like to have a business relationship
with you or if you visit our Website we may collect and retain: -

o Details about the services and property updates you specifically request

e Information you provide to us about our services, for example by completing client
satisfaction surveys

e Details of your name, email address and marketing preferences if you subscribe to our
communications via our Website.

How Personal Information is collected and your responsibilities

We will collect Personal Information from you in person when we meet you or through
correspondence with you in relation to your instruction and via our Website.

Third parties may pass Personal Information to us to use in the course of providing our
business services. The processing of this Personal Information may be necessary for the
progression of your instruction and to enable us to act in your best interests as your adviser.

The sources we may also collect Personal Information from include:
e Publicly accessible sources, e.g. Companies House or HM Land Registry

e Direct from a third party, e.g. Data House



e Our systems, e.g. document management and time recording systems; our Website
other relevant websites and applications

e Automated technical systems, such as email, voicemail and instant messaging
systems.

When we provide our services to you, we may hold and use Personal Information about you.
When you provide Personal Information to us relating to a third party you confirm that you
have any necessary permission or authority to do so. You are also responsible for ensuring
that the provision of that Personal Information complies with data protection and other
applicable law.

How and why we use your personal information

Under data protection law, we can only use your Personal Information if we have a proper
reason for doing so, for example:

o to comply with our legal and regulatory obligations
o for our legitimate interests

o for the performance of our contract with you or to take steps at your request before
entering into a contract

e you have given consent.
Change of purpose

We will only use your Personal Information for the purposes for which we collected it, unless
we reasonably consider that we need to use it for another reason and that reason is compatible
with the original purpose.

If we need to use your Personal Information for an unrelated purpose, we will notify you and
we will explain the legal basis which allows us to do so.

Marketing communications

We may use your Personal Information to send you updates (by email, telephone or post)
about services offered by this Firm that might be of interest to you.

We have a legitimate interest in processing your Personal Information for our business
development purposes.

This means we do not usually need your consent to send you updates and information about
our range of related services. However, where consent is needed (for example to send you
electronic communications), we will ask for this consent separately and clearly.

We will never sell or share it with other organisations for marketing purposes.
You have the right to opt out of receiving marketing communications at any time by:
e Emailing us and asking to be opted out of marketing communications

We may ask you to confirm or update your marketing preferences if you instruct us to provide
further services in the future, or if there are changes in the law, regulation, or the structure of
our business.



Who we share your Personal Information with

We may disclose and exchange information with law enforcement agencies and regulatory
bodies to comply with our legal and regulatory obligations.

Our IT service provider may access your Personal Information as a consequence of them
providing support to us. We only allow our IT service provider to handle your Personal
Information if we are satisfied, they take appropriate measures to protect your Personal
Information.

Where your Personal Information is held
Information is held at our office.
How long your Personal Information will be kept

We will only retain your personal information for as long as necessary to fulfil the purposes we
collected it for, including for the purposes of satisfying any legal, accounting, or reporting
requirements. When it is no longer necessary to retain your Personal Information, we will
delete it.

Data Complaints or requests

If you are not a client of ours but you complain to us about how we have processed your
Personal Information or you seek to exercise a data protection right such as a data subject
access request, we will retain details of your complaint or request. We will only use the
Personal Information we collect to process the complaint or request, to audit the level of
service we have provided and to provide information to the regulator.

We hope that we can resolve any query or concern you may raise about our use of your
information. If you want to complain about how we have handled your Personal Information,
please follow our complaints procedure available upon request.

We will investigate your complaint but if you are not satisfied with our response or believe we
are processing your Personal Information unlawfully, you can complain to the UK Information
Commissioner's Office (ICO). Further information is available on the ICO website.

For further information read our Data Protection Policy.
Contact Information

Please contact us by post, email or telephone if you have any questions about this privacy
policy or the information, we hold about you.

Call 01684 576077 or email office@arcsurveyors.net

Or alternatively you can write to Data Protection Queries, ARC Surveyors Ltd, The Estate
Office, Madresfield, Malvern, Worcester WR13 5AH



