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Privacy Policy 
Personal Information 

We collect your personal information for various purposes, such as providing you with a quote for 
services, processing your job booking, speaking/corresponding with you, providing you with a 
contract for services, carrying out services for you or in connection with a job application. 
 
We may combine the information we collect about you with other sources to improve the accuracy 
and completeness of our interactions with you. We do not process data in a systematic and intensive 
manner. We may hold names, addresses, telephone numbers, email addresses, security access 
codes and social media contacts relating to the services we quote or provide for you. 
 
This information is provided by you or about you by an agent acting on your behalf, a letting agency, 
estate agents, professional advisor or other person dealing with the premises we are to provide 
services to. 
 
Why we hold your personal information 
 
We hold data to be able to execute our contract with you, whether this is a request to quote for 
some work or an instruction to carry out work. To enable us to carry out your instructions correctly, 
delivering the service you have enquired about through either verbal or electronic means, and for us 
to comply with HMRC regulations. 
 
How long we keep your personal information 

This will normally be no more than 6 months after completion of the work in order for us to be able 
to reference previous information for customer queries, unless the data is required by HMRC which 
has a minimum period of 6 years after the date of the last transaction with you. 

How we hold your data 

Data is kept through emails, electronic calendars and on private databases. Only our employees have 
access to these and only to the parts of this data which are required for the purpose of delivering the 
services you have requested from us. This information is held on company electronic devices which 
are password protected. We do not pass on any personal information to another company or 
individual. 

Removal of data 

Data can be removed from our systems on request provided we are still able to comply with our 
statutory obligations. 

Staff training 

Our employees are given the procedures to be followed to safeguard personal information and are 
aware of the private nature of this data and must not disclose it to any unauthorised third parties. 


