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Shelford Tree Service Ltd
Privacy Policy

Introduction

As a company, we are committed to handling the information you entrust to us in a secure
and responsible manner. This Data Protection and Privacy Policy relates to our use of any
personal information we collect from you via any form of contact including email, telephone
calls, post, in person, access to shared portals, direct social media and events.

Shelford Tree Service Ltd is the Data Controller and Data Processor of any personal
information you provide to us. The information you supply will be used to process quotations
and any subsequent works instructions, invoicing, apply for planning upon instruction, to
contact you to discuss and arrange works / site visits, to communicate with you regarding
works.

Shelford Tree Service Ltd is registered with the Information Commissioner’s Office UK (ICO),
registration number ZB738590.

‘What information do we collect and how?
We collect:

¢ Information you provide to us. For example, this might be via data provided via
emails, telephone conversations, face to face discussion, questionnaires or postal
correspondence;

e  Details of all purchases; and works carried out

¢ Information on what you view or access on our website or emails. Our Cookie policy is
available to view on our website for more information; this function is controlled by
our website provider Microsoft and under their own Privacy Policy.

e  We also collect data on devices/technology used to access our website; this function is
controlled by our website provider Microsoft and under their own Privacy Policy.

¢ We may also collect data where you have consented for other organisations to lawfully
share data with us.

e Job application data where you have applied for an advertised position.

¢ Information you have posted on social media, either ‘tagging’ us or in response to one
of our posts.

e Social media — any social media posts you send to us will be shared under the terms
of the platform used and could be made public. We do not control these platforms
and cannot accept responsibility for your submissions being shared more widely

‘Who do we share data with?

Occasionally Shelford Tree Service may provide limited data to third parties. These may
include:

e Local authorities in order to process planning applications;

e Certification bodies where you have taken part in or are planned to take part in one of
our training courses.

e Payment services, such as WorldPay. Paypal etc.

e The Police, local authorities or Her Majesty’s Revenue and Customs (HMRC), the
courts or any other government body if lawfully requested and where legally obliged
to do so;

How do we use your information?
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We use the information we collect for the following:

e To provide you with the services you have requested that we undertake for you;

e To determine your suitability for advertised positions.

e To allow us to maintain our statutory records to fulfil our legal and regulatory
obligations and pay our taxes;

e To update you on our work and keep you informed

e To reply to any questions, complaints or queries.

Legal basis for processing

The legal basis for the processing of your data relates to the information provided and the
context in which it was collected.

We will only use your information where the following applies:

e (a) Consent: You have given clear consent for us to process your personal data for a
specific purpose.

¢ (b) Contract: the processing is necessary for a contract you have with us, or because
you have asked us to take specific steps before entering into a contract.

e (c) Legal obligation: the processing is necessary for us to comply with the law (not
including contractual obligations).

e (d) Vital interests: the processing is necessary to protect someone’s life.

e (e) Public task: the processing is necessary for us to perform a task in the public
interest or for our official functions, and the task or function has a clear basis in law.

e (f) Legitimate interests: the processing is necessary for our legitimate interests or the
legitimate interests of a third party unless there is a good reason to protect the
individual’s personal data which overrides those legitimate interests.

Managing your information

You can access, correct, update or request deletion of your personal information at any time
by contacting us.

Please note we cannot delete address information that is attached to invoices as financial
information must be held for 77 years for tax purposes.

You can request that we restrict processing of your personal information, object to processing
of your information or request portability of your personal information.

For these requests please email us at info@shelfordtreeservice.co.uk or telephone 01763
208361. We will comply with your request where your rights have been exercised in
accordance with applicable laws.

If we have collected and processed your personal information with your consent, then you can
withdraw your consent at any time.

Withdrawing your consent will not affect the lawfulness of any processing we conducted prior
to your withdrawal, nor will it affect processing of your personal information conducted in
reliance on lawful processing grounds other than consent.

If you have any worries or complaints about the way we use your information, please get in
touch with us. We’ll do our best to set your mind at ease. And if you feel we’re not meeting the
high standards we expect of ourselves, you're within your rights to tell the UK Information
Commissioner’s Office (ICO).
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How long will we keep your information?

We only hold on to your personal information for as long as we need it for the purposes for
which we collected it.

So that we can support your future interaction with us, some data might be retained for a
short period after your last interaction with us. After that we will either delete it or anonymise
it.

Where data is held

Wherever possible we will seek to store your personal information within the UK or EU.
However, in some instances the information we hold may be transferred to suppliers with
systems hosted outside of the EU.

Where services we use store data outside of the EU, we ensure that their policies and
procedures meet the same high standards as those utilised in the EU.

Other systems used to hold or process your personal information are Big Change, The
software can only be accessed via a secure encrypted connection, using the same levels of
security as internet banking for example. An SSL Certificate is like a digital passport that
confirms the holder's credentials for conducting business on the Internet. When Web users
send information such as their names, addresses and credit card numbers to a website
secured with an SSL Certificate, the user's browser validates the recipient's digital certificate
before establishing an encrypted connection. This process protects information from outside
viewing as it flows both to and from the certificate holder's website.

Security of your information

We regularly review and update our data handling procedures and ensure that appropriate
technical security measures are in place to safeguard your information.

We securely dispose of any hardcopy personal information in accordance with industry best
practice.

Jobber Software

Security and privacy are at the core of Jobber’s culture. Thousands of small and medium
businesses trust us to keep sensitive data about their employees, customers, and business
safe. Internally, we make sure that Jobber employees can’t access your information unless it’s
absolutely necessary, and we’re always reviewing our access levels to make sure it stays that
way. To keep your information safe from external threats, we have these measures in place:

Encryption

We only use secure connections, so information is always encrypted using Transport Layer
Security (TLS) when transmitted from your mobile devices and computers to our systems.

Data storage

Your data is stored by AWS, which is certified for their world-class security, including their
physical security, datacenter operations, and personnel security.
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Updates to this policy

We may need to update this policy from to time to time. Whenever we make changes to this
policy we will endeavour to contact you in advance by your registered email address. If we do
not hold email details for you, please look out for the notices on our websites and materials
which indicate we have changed this policy. If you continue to share information with us or
use our websites after we’ve changed our policy, we'll take it that you accept the changes.

Signed ] R eco r[/
Name Jonathan Record

Position Director

Date 18.08.24
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