LWBC
Privacy Notice
How we collect, use and protect personal information through our website. Written to UK GDPR and the Data Protection Act 2018.
	How to use this template
Every spot you need to complete is highlighted like [ THIS ]. Work through the list below, then fill each highlighted space in the document. Some details, such as your organisation name, appear more than once. The quickest way is Find and Replace (press Ctrl and H together), which fills every instance at once. When you have finished, delete this box and the grey guidance notes, then publish.
This template is provided by LWBC Solutions as a starting point. It is not legal advice. You are responsible for making sure your finished policy is accurate, complete and right for your organisation. The template follows general UK practice (UK GDPR, the Data Protection Act 2018, the Privacy and Electronic Communications Regulations and the Equality Act 2010 where relevant). If anything is unclear, take professional advice before you publish.


Fields to complete
	Field
	What to put here
	Jump to

	[ORGANISATION NAME]
	Your full legal or trading name. Appears several times, use Find and Replace.
	Go to field

	[BUSINESS ADDRESS]
	The postal address people can write to.
	Go to field

	[CONTACT EMAIL]
	The email address for privacy questions and requests.
	Go to field

	[CONTACT PHONE]
	A phone number, if you offer one. Otherwise delete it.
	Go to field

	[ICO REGISTRATION NUMBER]
	Your registration number from the ICO, if you are registered.
	Go to field

	[RETENTION PERIODS]
	How long you keep each kind of record, for example enquiries for 24 months.
	Go to field

	[WHO WE SHARE WITH]
	The types of providers you share data with, for example your email or hosting provider.
	Go to field

	[LAST UPDATED DATE]
	The date you finalise and publish this notice.
	Go to field


———
1. Who we are
[bookmark: org]This notice explains how [ORGANISATION NAME] (“we”, “us”, “our”) collects and uses personal information when you use our website or contact us. We are the data controller for that information.
[bookmark: addr][bookmark: email][bookmark: phone][bookmark: ico]You can reach us at [BUSINESS ADDRESS], by email at [CONTACT EMAIL], or by phone on [CONTACT PHONE]. We are registered with the Information Commissioner’s Office under [ICO REGISTRATION NUMBER].
2. The information we collect
Depending on how you use the site, we may collect:
1. Identity and contact details, such as your name, email address, phone number and anything you include in a message to us.
1. Technical information, such as your IP address, browser type and device, collected automatically through cookies and similar tools.
1. Usage information, such as the pages you visit and how you got to our site.
1. Any information you choose to give us when you fill in a form, request a quote or otherwise get in touch.
3. How we use it and our lawful bases
Under data protection law we must have a lawful basis for using your information. We rely on the following:
1. Consent, for example when you agree to non-essential cookies or opt in to marketing. You can withdraw consent at any time.
1. Contract, where we need your information to provide something you have asked for.
1. Legitimate interests, to run and improve our website and respond to enquiries, where this does not override your rights.
1. Legal obligation, where the law requires us to keep or share certain records.
4. Marketing
We only send marketing where you have agreed to it or where we are otherwise allowed to. Every marketing message includes a way to opt out, and you can ask us to stop at any time.
5. Who we share it with
[bookmark: recipients]We do not sell your information. We share it only with trusted providers who help us run our business, such as [WHO WE SHARE WITH]. They may only use it on our instructions. We may also share information where the law requires it.
6. How long we keep it
[bookmark: retention]We keep personal information only as long as we need it. Our retention periods are: [RETENTION PERIODS]. When we no longer need it, we delete or anonymise it securely.
7. Your rights
You have the right to ask us to: give you a copy of your information; correct it if it is wrong; delete it; restrict or object to how we use it; and provide it in a portable format. Where we rely on consent, you can withdraw it at any time.
To exercise any of these, contact us at [CONTACT EMAIL]. You also have the right to complain to the Information Commissioner’s Office at ico.org.uk, although we would welcome the chance to help first.
8. Cookies
Our website uses cookies and similar technologies. Please see our separate Cookie Policy for details of what we use and how to manage your choices.
9. Changes to this notice
[bookmark: updated]We may update this notice from time to time. This version was last updated on [LAST UPDATED DATE].
Important
	This template is provided by LWBC Solutions as a starting point. It is not legal advice. You are responsible for making sure your finished policy is accurate, complete and right for your organisation. The template follows general UK practice (UK GDPR, the Data Protection Act 2018, the Privacy and Electronic Communications Regulations and the Equality Act 2010 where relevant). If anything is unclear, take professional advice before you publish.
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