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Privacy Policy

1. Privacy Commitment

This privacy policy (Privacy Policy) sets out the ways in which we, Claymore Inspection &
Consultancy Ltd (we, us, our), collect and use your personal data (your personal information). It
also explains what rights you have to access or change your personal data.

We are committed to protecting the personal information that you provide to us and being
transparent about the information we hold. We abide by the General Data Protection Regulation
(GDPR) and other applicable laws, and best practice guidance.

This privacy policy aims to give a clear explanation on:

e How and why your personal information is collected

e How we will use that information

e How we secure your information

e Your choices regarding the information you provide to us

If you have any questions please address these to peter.manson@claymoreinspection.com

2. What Personal Information do we Collect?

We collect only the personal information which you opt to give us through interaction with our
business. This could include your name, email address, telephone number and details of your
employer.

Where applying for a job with us and following employment, we may also hold information such as
home address, date of birth, National Insurance Number, emergency contact information, bank
details and Curriculum Vitae (i.e. work history, qualifications and skills).

3. How is this Information Gathered?

Your information may be recorded following interaction with our business in one of the below
ways:

e Enquiring about our activities and services

e Contacting us directly by email, telephone, post or in person
e Buying a product or service

e Submitting a CV or an application to a job vacancy

e Attending an interview or assessment

We may also gather and retain data about you when you:

o Visit our website
¢ Engage with us on platforms including Facebook, LinkedIn, Twitter or You Tube social media
e Interact with an email which we have sent to you
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4. How do we use your Personal Information?
We may use your information for the following purposes:

e To process and facilitate transactions with us

e To manage our relationship with you

e To interact with users on social media platforms (Facebook, LinkedIn, Twitter or you
Tube)

e To provide customer service and support or deal with enquiries

e To process any job applications you submit to us, whether directly or via an agent or
recruiter

e To enable us to comply with laws, our policies and procedures, to enforce protect or
defend, legal rights, or to protect the rights, property or safety of our employees and to
share information with our legal advisors

e To protect, investigate, and deter against fraudulent, unauthorised, or illegal activity,
including identity fraud

We may utilise personal information when sending out enquiries, quotes, invoices, remittances or
statements.

We will never use any of your contact details or other personal information collected for purposes of
any general mailing lists, whether these are by post or electronic.

Where you are being recompensed in exchange for products or services, only those staff fully
authorised and trained to process payments will have visibility of your bank details.

5. Protecting your Data

The security of your data is very important to us. We will securely store and manage your
personal data. We have defined retention periods for your data based on the nature of the
relationship we have with you.

Digitally held records are stored on a secured network. Where external companies are used to
support and deliver IT services, Claymore Inspection ensures these companies have secure and
GDPR compliant processes in place. Where paper records are held, these are locked on
premises and accessible only by those with the appropriate authority.

Only relevant and trained staff will be able to see your information.

We will monitor our procedures and policies where required to make sure we aren’t holding onto
your data longer than we should and that we only retain it for the purpose you gave it to us.

Where an interaction with Claymore Inspection involves the exchange of bank details, we will
manage any transactions securely and in accordance with the Payment Industry Data Security
Standard.

6. Third Party sharing

We will never sell your data. We will not disclose information received from you to any
unconnected third parties and we will not use it for purposes of any general mailing list of our
own, be this by post or electronic.

We may need to share data with the police, legal or other advisors, courts, law enforcement
agencies, regulators, government agencies where necessary to enable us to enforce our legal
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rights, or to protect the rights, property or safety of our employees or where such disclosure may
be permitted or required by law. This includes CCTV footage.

7. International Transfers of Your Personal Information

This section specifies the circumstances in which your personal data may be transferred to
countries outside the European Economic Area (EEA).

The legal basis for processing your personal data outside of the EEA is the performance of a
contract between you and us and, in certain circumstances, the transfer may be made on the
basis that it is necessary for the purposes of our legitimate interests, namely our interest in
managing and maintaining the goods and services you receive from us.

8. Retention Periods

Images and film taken of public and participants may be used for up to five years for marketing
and publicity purposes be Claymore Inspection. After this point it will either be deleted or added
to our archive accordingly.

If you submit correspondence to Claymore Inspection, we will retain your comments and details
for up to 12 months from the original enquiry date.

If you apply for a job with Claymore Inspection, we will retain personal information for 6 years.

For unsuccessful applications, we retain personal information for 6 months from the closing date.
CCTV records will be kept for a maximum of 28 days before being deleted.

9. Your Options

We want to make it as easy as possible for you to update your preferences.

To update your contract preferences:

Where you believe we hold inaccurate information about you, please send an email to

peter.manson@claymoreinspection.com specifying a request to change these details and we will
amend them accordingly.

To request information held on you:

You can request this information by contacting peter.manson@claymoreinspection.com and
specifying a request for the information held on you. We will respond in as timely a manner as
able following receipt of your request.

Removal of your personal data:

If you wish for us to remove your details from our database, please send an email to
peter.manson@claymoreinspection.com and we will take appropriate action to ensure your details
are removed from our records.

10. Consent

When you disclose your personal information to us for an interaction or transaction, you indicate
your consent to our collection, storage, processing and use of your personal information as laid
out in this privacy policy.

11. Privacy Policy Updates

Please refer to
http://claymore.com/privacy-policy for the most current version of our Privacy Policy. We may
also send an email to you to let you know of any updates if we think it's important that you know
of the changes.
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If you need any further guidance on General Data Protection
Laws, please look at the following links:

https://ico.org.uk/for-the-public/

https:///lwww.legislation.gov.uk/uksi/2003/2426

Please refer here to view a PDF version of this Privacy Policy.

Date: 1st October 2022
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