FREE WEBSITE PRIVACY POLICY FROM KNOW YOUR COMPLIANCE LIMITED

Disclaimer
Know Your Compliance Limited has created this template for you to use on your website to display a compliant privacy policy. Whilst every reasonable care is taken to ensure that the content is relevant, compliant and up to date; it is your responsibility to ensure that the finished policy complies with any regulatory and/or legal requirements and standards.
Know Your Compliance Limited makes no claims or guarantees about the compliance or adequacy of the content in this template and accepts no responsibility or liability for any loss, damage or expense incurred as a result of reliance on the content contained herein. If you are unsure of your regulatory or legal obligations, you should obtain legal or professional advice before publishing.
Privacy Policy Guidance
It is a legal requirement to publish a privacy policy on your website if you process personal data and/or have obligations under the General Data Protection Regulation (GDPR) or Data Protection Act 2018 (DPA18). Privacy Notice vs Privacy Policy – the two terms are used interchangeably, and there is no universally defined difference. This policy is for use on a website only as an internal privacy policy will have additional requirements and content.
Document Customisation
This policy template has been provided free of charge for you to use on your company website. You should remove this section (to end of the ‘disclaimer’) from the template prior to copying or publishing on your website. 
It is important to customise the content of this policy and ensure it accurately reflects what your company does and how you process and manage personal information. Once you have edited the policy to suit your needs, you can copy and paste the contents to your Privacy Policy website page.
NOTE: As this is a free policy template for you to customise and use, you MUST leave the attribution to Know Your Compliance Limited at the end of the published policy on your website, including the hyperlink to our website.
Other GDPR and Data Protection Templates
[bookmark: _Hlk99100145]This document is a free standalone policy template that has been customised from our extensive GDPR template range. If you are looking for policies, templates, toolkits or training materials for your business in areas such as GDPR, AML, HR or other compliance frameworks, please visit our website to view our full range of policies and templates.
If you require a compliant, professional Cookie Policy or Subject Access Request Policy, Procedures and Responses as referred to in the privacy policy, please visit our website.
Licence Terms
This free policy is for use on your website only and cannot be used, referenced, copied, sold or transferred elsewhere without written permission from Know Your Compliance Limited. The terms and conditions of using this free policy are that the attribution to Know Your Compliance Limited and hyperlink to our website must remain at the end of the published policy.


[Insert Company Name] Website Privacy Policy


Introduction
This privacy policy only applies to the processing of personal data on our website. For individuals using our products/services as a customer, we will provide additional information on data processing activities directly. Where our website contains links to third parties, we do not have control of how your personal information is processed by other sites or companies. Please refer to third-party directly for their privacy policy.
Who We Are
[Insert Company Name] (‘we’, ‘us’ or ‘our’) process your personal information in accordance with this privacy policy and in compliance with the UK General Data Protection Regulation (UK GDPR), Data Protection Act 2018 (DPA18) and other relevant regulations and legislation (‘data protection laws’). This policy provides you with the necessary information regarding your rights and our obligations, and explains how, why and when we process your personal data.
Our registered office is at [insert registered address] and we are a company registered in England and Wales under company number [insert company number]. We are registered with the Information Commissioner's Office under registration number [insert ICO registration number]. We act as the [data controller/data processor] when processing your data. 
What Information Do We Collect?
We process your personal information to meet our legal, statutory and contractual obligations and to provide you with our products and services. We will never collect any unnecessary personal data from you and do not process your information in any way, other than as specified in this policy. 

The personal data we collect is: -
· Name
· Date of Birth
· Address
· Email
· Telephone Number
· [Add/delete as applicable]

We collect information in the following ways: -
[insert ways you obtain personal data (i.e. online form, subscriptions, website orders, contact us etc)]
How We Use Your Personal Data
Anyone processing personal information must have a legal basis for doing so. We take your privacy seriously and will never disclose, share, or sell your data without your consent, unless required to do so by law. We only retain your data for as long as is necessary and for the purpose(s) specified in this policy. Where you have consented to marketing, you are free to withdraw this consent at any time.
Our purpose and reasons for processing your personal data are: -
· Example: We collect your personal data when you use our contact form to communicate with you and provide any information relevant to your contact request.
· Example: We collect and store your personal data when you book an appointment or order from us online. This is part of our legal obligation for business accounting and tax purposes.
· Example: We may occasionally send you marketing information where you have consented to us doing so or where we have assessed that it may be beneficial to you as a customer. Such information will be non-intrusive and is processed on the grounds of either consent or legitimate interests.
Your Rights
· Right to be Informed - under the data protection laws, you have the right to be informed about how we use and process your personal data. This privacy policy provides all the information about our processing activities. However, if you have further questions, please contact us.
· Right to Access - you have the right to access information regarding the personal data we hold about you at any time. Refer to the Subject Access Request section for further information.
· Right to Rectification - if you believe that we hold any incomplete or inaccurate data about you, you have the right to ask us to correct and/or complete the information.
· Right to Erasure. 
· Right to Restrict Processing.
· Right to Data Portability.
· Right to Object.
· Rights Related to Automated Decision Making.
In addition to the above rights, you can also object to any direct marketing from us. If we receive a request to exercise any of the above rights, we may ask you to verify your identity before acting to ensure your data is protected and secure.
How Long We Keep Your Data
We only retain personal information for as long as is necessary and in accordance with the reason(s) for the initial processing. Personal data collected via our website for communication and feedback purposes will only be retained until the action is resolved. Where you use our services as a customer, we are required under UK tax law to keep basic personal data for 6 years.

Sharing and Disclosing Your Personal Information
We do not share or disclose your personal information without your consent, other than for the purposes specified in this policy or where there is a legal requirement. In the provision of our services and business functions we use the below third parties when processing personal data.
[Delete the below if you do not use a third-party or add the name and reason for using.]
Examples:
Sage UK - Accounting services and invoicing.
[Add third-party] – [Add reason for using]
Safeguarding Measures
We take your privacy seriously and take every reasonable measure to protect your personal data. We work hard to protect you and your information from unauthorised access, alteration, disclosure or destruction and have several layers of security in place. 

Consequences of Not Providing Your Data
You are not obliged to provide your personal data to us and most areas of our website can be accessed and used without providing any personal information. However, we would not be able to provide you with our products or services without your information. 

Subject Access Requests
A subject access request (SAR) is a request for access to the personal information that we hold about you. We are required to provide you with this information under the data protection laws, unless an exemption applies. 
You can make this request by contacting us using the email or address provided in the below section. Where a request is received by electronic means, we will provide the requested information in a commonly used electronic form (unless otherwise requested).

How to Contact Us
We have a designated [Data Protection Officer/Appointed Person] who can be contacted to discuss anything related to this policy, your personal data, subject access requests or our obligations under the data protection laws. For further information, please contact [insert relevant name] at:
[Insert phone number]
[Insert relevant email]
[Insert address]
Privacy Policy Changes
We may from time-to-time change or update this privacy policy to ensure continued compliance with the data protections laws. The most recent version of this policy will be published immediately on this website following any revisions. Last updated [insert relevant date].
How We Use Cookies
A ‘cookie’ is a small text file or piece of data that is sent from a website and stored on a user’s device when the website is accessed. Cookies are a form of identification that allows a website to recognise a user’s device and remember certain preferences from previous visits. We use essential and non-essential cookies on our website to ensure effective and accurate site functioning and useability. 
Please refer to our Cookie Policy [add hyperlink to your website cookie policy] to see the types and duration of cookies used on our website and information on how to control your cookie settings. 
Attribution
This privacy policy has been customised using a template from www.knowyourcompliance.com.




 
