Arcadia Search Privacy Policy

Last updated: 26/05/26

This privacy notice tells you what to expect us to do with your personal information.

Contact details

What information we collect, use, and why
Lawful bases and data protection rights
Where we get personal information from
How long we keep information

Who we share information with

How to complain

Contact details:
Email: hello@arcadiasearch.co

What information we collect, use, and why:

We collect or use the following information to provide services and goods, including

delivery:
e Names and contact details (including LinkedIn profile addresses)
e Addresses
e \Website user information (including user journeys and cookie tracking)
e Records of meetings and decisions
e |dentification documents
e Information relating to compliments or complaints

We collect or use the following information for the operation of customer accounts
and guarantees:

e Names and contact details
e Addresses
e Marketing preferences

We collect or use the following information for service updates or marketing
purposes:

Names and contact details

Addresses

Marketing preferences

IP addresses

Information relating to sponsorship
Records of consent, where appropriate



We collect or use the following information for research or archiving purposes:

Names and contact details

Addresses

IP addresses

Website and app user journey information

Personal information used for administration of research
Personal information used for the purpose of research
Records of consent, where appropriate

We collect or use the following information to comply with legal requirements:

e Name
e Contact information
e |dentification documents

We collect or use the following information for recruitment purposes:

e Contact details (eg name, address, telephone number or personal email
address)

e Date of birth

e Copies of passports or other photo ID

e Employment history (eg job application, employment references or secondary
employment)

e Education history (eg qualifications)

e Right to work information

We collect or use the following personal information for dealing with queries,
complaints or claims:

e Names and contact details
e Address
e Correspondence

Lawful bases and data protection rights:

Under UK data protection law, we must have a “lawful basis” for collecting and using
your personal information. There is a list of possible lawful bases in the UK GDPR. You
can find out more about lawful bases on the ICO’s website.

Which lawful basis we rely on may affect your data protection rights which are in brief
set out below.

You can find out more about your data protection rights and the exemptions which
may apply on the ICO’s website:

Your right of access - You have the right to ask us for copies of your personal
information. You can request other information such as details about where we get
personal information from and who we share personal information with. There are
some exemptions which means you may not receive all the information you ask for.
Your right to rectification - You have the right to ask us to correct or delete personal
information you think is inaccurate or incomplete.



Your right to erasure - You have the right to ask us to delete your personal
information.

Your right to restriction of processing - You have the right to ask us to limit how we
can use your personal information.

Your right to object to processing - You have the right to object to the processing of
your personal data.

Your right to data portability - You have the right to ask that we transfer the personal
information you gave us to another organisation, or to you.

Your right to withdraw consent - \When we use consent as our lawful basis you have
the right to withdraw your consent at any time.

If you make a request, we must respond to you without undue delay and in any event
within one month.

To make a data protection rights request, please contact us using the contact details
at the top of this privacy notice.

Our lawful bases for the collection and use of your data

Our lawful bases for collecting or using personal information to provide services and
goods are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

e Contract — we have to collect or use the information so we can enter into or
carry out a contract with you. All of your data protection rights may apply
except the right to object.

e Legal obligation — we have to collect or use your information so we can
comply with the law. All of your data protection rights may apply, except the
right to erasure, the right to object and the right to data portability.

Our lawful bases for collecting or using personal information for the operation of
customer accounts and guarantees are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

e Contract - we have to collect or use the information so we can enter into or
carry out a contract with you. All of your data protection rights may apply
except the right to object.

e Legal obligation — we have to collect or use your information so we can
comply with the law. All of your data protection rights may apply, except the
right to erasure, the right to object and the right to data portability.

Our lawful bases for collecting or using personal information for service updates or
marketing purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

e Contract — we have to collect or use the information so we can enter into or



carry out a contract with you. All of your data protection rights may apply
except the right to object.

Our lawful bases for collecting or using personal information for research or
archiving purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

Our lawful bases for collecting or using personal information for legal requirements
are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

e Contract - we have to collect or use the information so we can enter into or
carry out a contract with you. All of your data protection rights may apply
except the right to object.

Our lawful bases for collecting or using personal information for recruitment
purposes are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

e Contract - we have to collect or use the information so we can enter into or
carry out a contract with you. All of your data protection rights may apply
except the right to object.

e Legal obligation — we have to collect or use your information so we can
comply with the law. All of your data protection rights may apply, except the
right to erasure, the right to object and the right to data portability.

Our lawful bases for collecting or using personal information for dealing with
queries, complaints or claims are:

e Consent - we have permission from you after we gave you all the relevant
information. All of your data protection rights may apply, except the right to
object. To be clear, you do have the right to withdraw your consent at any time.

Where we get personal information from:
Directly from you.

How long we keep information:

Under the General Data Protection Regulation (GDPR), data retention is a key
element of the storage limitation principle, which states that personal data must not
be kept for longer than necessary for the purposes for which it is processed.

Our standard retention schedule is 12 months from registration. After this period,
CVs and full candidate records will be deleted, unless you have given explicit consent
for your data to be retained beyond this point.



Minimal audit log

Following deletion of full candidate records, we may retain a minimal internal log of
candidates we have represented or put forward for roles. This log is kept for legitimate
business purposes, including audit trail maintenance, avoiding duplicate approaches,
and defending potential legal claims.

This log constitutes personal data, and UK GDPR continues to apply to it. To ensure
compliance, we adhere to the following:

e Only minimal information is retained - specifically: name, role applied for, date
of contact, and a high-level outcome

e Anyrecorded feedback is factual and neutral in tone

e The log is subject to its own defined retention period (5 years from role
submission), reviewed regularly

e The log is stored securely and handled in accordance with data subject rights,
including the right to access, rectification, and erasure

Where relevant and justified, a LinkedIn profile URL may be referenced within your
stored profile information.

You are entitled to request details of any information held about you in this log, or to
request its deletion, by contacting us directly.

How to complain:

We're committed to treating your personal data with respect, transparency, and care.
If you ever have questions or concerns about how your data is used, we want to hear
from you, and we'll do our best to resolve things quickly and fairly. Under the Data
(Use and Access) Act 2025, you have the right to raise a complaint about how your
personal data is handled. Here's how:

Step 1: Email us at hello@arcadiasearch.co with a brief description of your concern.
You don't need to use legal language - just tell us what's worrying you.

Step 2: We'll acknowledge your message and respond without undue delay, usually
within 10 working days.

Step 3: If you're not satisfied with our response, you can escalate your concern to the
Information Commissioner’s Office (ICO) at www.ico.org.uk.



