Swan Upholstery Ltd
5-7 George Street
Romford

Essex RM1 2DT

Tel. 01708 740569
Email. steve@swanupholstery.co.uk
www.swanupholstery.co.uk

Privacy Policy
April 2018

Through the course of our work we collect personal information
from many people. This policy outlines what information we collect,
how it is stored and what it is used for. It is our policy not to use any
personal information for any purpose other than which it is intended
to conduct our business and provide you with services.

This policy and the provisions of the General Data Protection
Regulations (GDPR) are designed to protect individual’s
information. Business contacts and information are considered to
be in the public domain and therefore not covered. The GDPR is in
force from May 25"2018.

« What information will we collect and how will we use it?

1. We will collect basic identification information such as your
name and contact details. This will be used for: The supply of
any services you request. This may include passing details to
third party suppliers with whom we have placed a purchase
order on your behalf. That supplier will further share those
details with third party couriers etc.

2. Details required to administer our accounts and billing.


mailto:steve@swanupholstery.co.uk
http://www.swanupholstery.co.uk

Swan Upholstery Ltd
5-7 George Street
Romford

Essex RM1 2DT

Tel. 01708 740569
Email. steve@swanupholstery.co.uk
www.swanupholstery.co.uk

« We will not sell or share any personally identifiable
information collected by us to any third party.

Both individuals and businesses may opt out of their information
being passed to the above organisations by contacting us at
steve@swanupholstery.co.uk

» We will retain all given information on the following basis.

1.

All information required to administer our accounts system,
including bank account details, are stored in a secure cabinet.
All paper accounting information is routinely destroyed after
seven years.

All other contact details and information will be retained
indefinitely either on a local hard disc or in paper form.

We will hold the information detailed in 2) above so that we
maintain archived records of customer’s orders etc.

We will not retain any credit or debit card details beyond
the period needed to take any payment due to us. No
written or electronic record will be made of any such
payment card.

Cookies — Our website uses Cookies. A cookie is a small
piece of data or message that is sent from a web server to
your browser and is stored on your hard drive. A cookie can’t
read data off your hard disk or read cookie files created by
other sites. Cookies do not damage your system. You can
reset your browser so as to refuse any cookie or to alert you to
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when a cookie is being sent. If you choose not to accept our
cookies, some of the features of our site may not work as well
as we intend. We use cookies for the purposes of system
administration of our website, to give us information about the
number of visitors to different parts of our website, and to
enhance your visit to our site.

« We have to abide by the law of the land and if information
is legitimately requested by the Government or one of
their agencies we will comply with any such request.

 You may at any time review or update any personally
identifiable information we hold. In the first instance please
make contact with us at steve@swanupholstery.co.uk. We will
take any reasonable steps to confirm your identity before any
such changes are made.

e Our website may at times contain links to other, third
party websites; We are not responsible for the privacy
practices or the content of such websites.

« We reserve the right to alter, without notice, this policy if
either required to under law or to improve services and
benefits to our customers. The current policy can be viewed
on our website and displayed at our workshop.
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