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PRIVACY POLICY

PRIVACY NOTICE

BACKGROUND:

Richards & Lewis Limited understands that your privacy is important to you
and that you care about how your personal data is used. We respect and value
the privacy of all of our clients will only collect and use personal data in ways
that are described here, and in a way that is consistent with our obligations

and your rights under the law,

1. Information About us:

Richards & Lewis Limited is a limited company registered in England and Wales
under company number: 05846636 registered address: 19 Market Street, Ebbw Vale
NP23 6YH Data Protection Officer: Vicotria Clarke Email Address:
victoria@richardsandlewissolicitors.com Telephone Number: 01495 350018 Postal
Address: 19 Market Street, Ebbw Vale NP23 6YH. We are regulated by the

Solicitors Regulation Authority.

2. What Does This Notice Cover?

This Privacy Information explains how we use your personal data: how it is collected,
how it is held, and how it is processed. It also explains your rights under the law
relating to your personal data.

3. What is Personal Data?

Personal data is defined by the General Data Protection Regulation (EU Regulation
2016/679) (the ‘GDPR") as ‘any information relating to an identifiable person who
can be directly or indirectly identified in particular by reference to an identifier’.
Personal data is, in simpler terms, any information about you that enables you to be

4. What Are My Rights?

Under the GDPR, you have the following rights, which we will always work to uphold:



a) The right to be informed about our or collection and use of your personal data.
This Privacy Notice should tell you everything you need to know, but you can always
contact us to find out more or to ask any questions using the details in Part 11.

b) The right to access the personal data we hold about you. Part 10 will tell you how
to do this.

¢) The right to have your personal data rectified if any of your personal data held by
us is inaccurate or incomplete. Please contact us using the details in Part 11 to find

out more.

d) The right to be forgotten, i.e. the right to ask us to delete or otherwise dispose of
any of your personal data that we have. Please contact us using the details in Part

11 to find out more.
e) The right to restrict (i.e. prevent) the processing of your personal data.

f) The right to object to us using your personal data for a particular purpose or
purposes.

g) The right to data portability. This means that, if you have provided personal data
to us directly, we am using it with your consent or for the performance of a contract,
and that data is processed using automated means, you can ask us for a copy of
that personal data to re-use with another service or business in many cases.

h) Rights relating to automated decision-making and profiling. We do not use your
personal data in this way. For more information about our use of your personal data
or exercising your rights as outlined above, please contact us using the details
provided in Part 11. Further information about your rights can also be obtained from
the Information Commissioner’s Office or your local Citizens Advice Bureau. If you
have any cause for complaint about our use of your personal data, you have the right
to lodge a complaint with the Information Commissioner's Office.

5. What Personal Data Do You Collect?

We may collect some or all of the following personal data (this may vary according to
your relationship with us and the type of matter in which you have instructed us):

* Name;

« Date of birth;

« Gender;

« Address;

* Email address;

* Telephone number;



* Business name:
* Job title;

* Profession:

* Payment information;

* National Insurance number;

* Savings and investment data;

* Assets that you own or in which you have an interest;
* Health records:

* Social Services history;

* Educational history:

* Employment records;

* Tax records;

* Previous convictions;

* Passport information:

* Photographs:

* Religion;

* Sexual orientation;

Your personal data s obtained from both you and the following third parties:
* Local Authorities:

*HMR.C;

* Crown Prosecution Service;

* Police;

* Health Boards and Trusts;

* G.P. surgeries:

¢ Land Registry;



* Opponents parties and their legal representatives;

¢ Drug testing companies;

6. How Do You Use My Personal Data?

Under the GDPR, we must always have a lawful basis for using personal data. This
may be because the data is necessary for our performance of a contract with you,
because you have consented to our use of your personal data, or because it is in our

legitimate business interests to use it.
Your personal data will be used for the following purposes:
* To enable us to enter into a retainer/contract with you;

* To effectively represent you in any matter in respect of which you have instructed
us;

* To provide you with appropriate advice:
« Communicating with you. This may include responding to emails or calls from you.

* Supplying you with information by email and/or post that you have opted-in to (you
may unsubscribe or opt-out at any time by contacting us by e-mail or letter)

With your permission and/or where permitted by law, we may also use your personal
data for marketing purposes, which may include contacting you by email and/or
telephone and/or text message and/or post with information, news, and offers on our
services. You will not be sent any unlawful marketing or spam. We will always work
to fully protect your rights and comply with our obligations under the GDPR and the
Privacy and Electronic Communications (EC Directive) Regulations 2003, and you

will always have the opportunity to opt-out.

7. How Long Will You Keep My Personal Data?

We will not keep your personal data for any longer than is necessary in light of the
reason(s) for which it was first collected. Your personal data will therefore be kept for

the following periods:
* Property sale and purchase for 12 years;

* Wills - indefinitely unless we are advised that the Testator has died or we are
satisfied that the deceased could no longer be alive.

« Trust — for 6 years after the Trust has ended.

* Where we are instructed on behalf of a child until that child reaches the age of 21;



* Evidence of identity under money laundering regulation — 5 years

* In all other cases for 6 years

8. How and Where Do You Store or Transfer My Personal Data?

We will only store or transfer your personal data within the European Economic Area
(the "EEA”). The EEA consists of all EU member states, plus Norway, Iceland, and
Liechtenstein. This means that your personal data will be fully protected under the
GDPR or to equivalent standards by law.

9. Do You Share My Personal Data?

We will not share any of your personal data with any third parties for any purposes
Save as set out below:

complying with legal obligations, a court order, or the instructions of a government
authority

our-accounts, including our client accounts and designated deposit accounts on
behalf of the Solicitors Regulation Authority;

* Lenders and financial institutions may also wish to audit individual client files.
These organisations will be contractually entitled to access your files for audit
purposes but we shall, in any event, notify you if your file has been selected for audit.



your request is more complex, more time may be required up to a maximum of three
months from the date we receive your request. You will be kept fully informed of our

progress.

11. How Do | Contact You?

To contact us about anything to do with your personal data and data protection,
cluding to make a subject access request, please use the following details for the
attention of Victoria Clarke: e-mail address: victoria@rtcha_rggarld{ewissosicgt_qrg;gg__ng

Telephone number: 01495 350018. Postal Address: 19 Market Street, Ebbw Vale

NP23 6YH

12. Changes to this Privacy Notice:




