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How to use this document

· First, SAVE THIS DOCUMENT under a new name in an appropriate folder. If you don’t have one already, I suggest a separate folder for all of your “Terms & Conditions” of your business.

· You will see there are comments in the margin to alert you to areas you need to complete or change. Obviously these will need to come out once you are ready to present the document to your clients. To remove the comments, simply right-click on the comment and in the drop-down menu, click on “delete comment”.
· These terms have been drafted to comply with English law. Many of the provisions in the template are included to deal with specific legal requirements, and you should therefore be wary of deleting provisions.
· Remember this document comes with up to 30 mins free legal advice. Simply e-mail info@offtoseemylawyer.com quoting your Order No. or telephone 020 8946 2355.
· It is important to give the document a footer so that you know which version it is, in case you need to update it. E.g v.1-01.02.2010
· Assumptions regarding this Privacy Policy template:
1. You collect and process personal data on your website either directly (e.g. by visitors completing a registration form) or indirectly (e.g. via cookies).

2. You may have registered under the Data Protection Act as a ‘data processor’. See www.ico.gov.uk for details on how to register.

3. Ideally, you should provide a ‘tick box’ where visitors can agree to receiving e-mails on your products and services at the point where they register. If you collect “sensitive data” i.e. racial or ethnic origin, political beliefs, physical or mental condition, then you definitely need a ‘tick box’ ( See below)
4. DOUBLE-CHECK!!
a. Has a full description of all current and future activities involving the data been prepared?

b. Are all group and third party businesses mentioned to whom data may be transferred?

c. Will data be transferred overseas i.e. outside the European Economic Area? Where is your server located?

d. Is fax, e-mail or SMS marketing to be sent to non-corporate recipients? Will sensitive data be collected? If so, you will definitely need an opt-in ‘tick box’ e.g.:

“By ticking this box, I confirm that I have read and understood your Privacy Policy 
and that I consent to the activities detailed in it.”

e.  If you intend to pass on your customers’ details to third parties in order for them to market their services or products to your visitors, you must have a second opt-in box as follows:
“By ticking this box, I agree to receiving communications from selected third parties. I understand I can unsubscribe at any time”
· Useful links:
www.ico.gov.uk for information on data protection and registration

www.dma.org.uk for the Direct Marketing Association
End of guidance note


 Privacy Policy of [

]

[


] 
("We") is committed to protecting and respecting your privacy.

This policy (together with our terms of use  
and any other documents referred to on it) sets out the basis on which any personal data we collect from you, or that you provide to us, will be processed by us.  Please read the following carefully to understand our views and practices regarding your personal data and how we will treat it.

We are registered as Data Controller, Registration Number  [


], in accordance with the Data Protection Act 1998 (the “Act”).
Information we may collect from you

We may collect and process the following data about you:

· Information that you provide by filling in forms on our site www.[         

]     
        (“our site”). This includes information provided at the time of registering to use our site, subscribing to our service, posting material or requesting further services. We may also ask you for information when you report a problem with our site.

· If you contact us, we may keep a record of that correspondence.

· We may also ask you to complete surveys that we use for research purposes, although you do not have to respond to them.

· Details of transactions you carry out through our site, including invoicing, collecting payment and of the fulfilment of your orders.

· Details of your visits to our site and the resources that you access. 
·  For the purpose of running competitions. 

IP addresses and cookies

We may collect information about your computer, including where available your IP address, operating system and browser type, for system administration and to report aggregate information to our advertisers. This is statistical data about our users' browsing actions and patterns, and does not identify any individual.

For the same reason, we may obtain information about your general internet usage by using a cookie file which is stored on the hard drive of your computer. Cookies contain information that is transferred to your computer's hard drive. They help us to improve our site and to deliver a better and more personalised service. They enable us:

· To estimate our audience size and usage pattern.

· To store information about your preferences, and so allow us to customise our site according to your individual interests.

· To speed up your searches.

· To recognise you when you return to our site. 

You may refuse to accept cookies by activating the setting on your browser which allows you to refuse the setting of cookies. However, if you select this setting you may be unable to access certain parts of our site. Unless you have adjusted your browser setting so that it will refuse cookies, our system will issue cookies when you log on to our site.

Where we store your personal data

Unfortunately, the transmission of information via the internet is not completely secure. Although we will do our best to protect your personal data, we cannot guarantee the security of your data transmitted to our site; any transmission is at your own risk. Once we have received your information, we will use strict procedures and security features to try to prevent unauthorised access.

Uses made of the information

We use information held about you in the following ways:

· To ensure that content from our site is presented in the most effective manner for you and for your computer. 

· To provide you with information, products or services that you request from us or which we feel may interest you, where you have consented to be contacted for such purposes. 

· To carry out our obligations arising from any contracts entered into between you and us.

· To allow you to participate in interactive features of our service, when you choose to do so.

· To notify you about changes to our service.

If you are an existing customer, we will only contact you by electronic means (e-mail or SMS) with information about goods and services similar to those which were the subject of a previous sale to you. 

If you are a new customer, we will contact you by electronic means only if you have consented to this. 

If you do not want us to use your data in this way please tick the relevant box situated on the form on which we collect your data.

Disclosure of your information

We may disclose your personal information to third parties:

· In the event that we sell or buy any business or assets, in which case we may disclose your personal data to the prospective seller or buyer of such business or assets.

· If our business or substantially all of its assets are acquired by a third party, in which case personal data held by it about its customers will be one of the transferred assets.

· If we are under a duty to disclose or share your personal data in order to comply with any legal obligation, or in order to enforce or apply our terms and conditions of supply and other agreements; or to protect the rights, property, or safety of our business, our customers, or others. This includes exchanging information with other companies and organisations for the purposes of fraud protection and credit risk reduction.

Your rights

You have the right to ask us not to process your personal data for marketing purposes. We will usually inform you (before collecting your data) if we intend to use your data for such purposes or if we intend to disclose your information to any third party for such purposes. You can exercise your right to prevent such processing by checking certain boxes on the forms we use to collect your data.  You can also exercise the right at any time by contacting us at:[

] 
OR at: [

] 

Our site may, from time to time, contain links to and from the websites of our partner networks, advertisers and affiliates.  If you follow a link to any of these websites, please note that these websites have their own privacy policies and that we do not accept any responsibility or liability for these policies.  Please check these policies before you submit any personal data to these websites.

Access to information

The Data Protection Act gives you the right to access information held about you. Your right of access can be exercised in accordance with this Act. Any access request may be subject to a fee of £10 to meet our costs in providing you with details of the information we hold about you.
Changes to our privacy policy

Any changes we may make to our privacy policy in the future will be posted on this page and, where appropriate, notified to you by e-mail.

Contact

Questions, comments and requests regarding this privacy policy are welcomed and should be addressed to : [

]

Last updated on: [

]

�Make this a link to the actual policy.


�Remember to save this note elsewhere and not include it with your terms! (





�Insert business or company name


�Insert business or company name


�Make this a link to the terms of your website use


�This is the number your receive upon registering with the Information Commissioner’s office. You must take this sentence out if you are not registered with the Information Commisioner’s office.


�Complete details of your website address/url


�Make sure you have a tick box at the point where you collect customer details where they can choose not to receive e-mails etc.


�Check that this clause covers all third parties to whom you will be transferring the data.


�Insert postal address


�:  Insert e-mail address


�Insert address and delete square brackets


�Insert date you update the policy
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