Privacy Statement on Terms of Reference

On the 25th May 2018 the General Data Protection Regulation, known as GDPR, came into effect.
The GDPR is a regulation in EU law on data protection and privacy for all individuals within the
European Union. It imposes additional obligations on organisations and gives you extra rights around

how your data is used.

We want you to know that FLA Ltd respects the information we hold on you and that we take the

security of your information very seriously.

We have recently published a new Privacy Notice to give you more information on the data we hold
on you, what we do with that data, who we share your data with and your new rights under GDPR.
Please be assured that we only use your data for the purposes of completing your project and do not

share you information with anyone unnecessarily.

Our updated Privacy Notice is now on our website and you can view it at www.furse.net

Alternatively, we can send you a copy if you ask us to, our number is 02380 669833.



Privacy Notice

Furse Landscape architects Ltd (FLA) are committed to complying with the General Data Protection Regulation
and the Data Protection Act 2018, once enacted. Looking after the personal information you share with us is very
important, and we want you to be confident that your personal data is kept safely and securely and to understand
how we use it.

We have published this notice to help you understand

e how and why FLA collect information from you;
e who we share your information with, why and on what basis; and
e what your rights are.

If we make changes to this notice we will notify you by updating it on our website. FLA will be what is known as
the ‘Data Controller’ of the personal data you provide to us, and we will sometimes refer to ourselves in this
notice as “we” or “us”. By Data Controller, this means FLA determines the purposes and way in which any
personal data are, or will be, processed.

Should you need to contact us please write to:
Data Protection Officer, FLA Ltd, 17 Willow Drive, Marchwood, Southampton, SO40 4JY

or via info@furse.net

This privacy notice was last updated on 02" January 2019

Customer Information

Please be assured that we only use your data for the purposes of completing your project and do not
share your information with anyone unnecessarily.

We will share your details with third parties only with your consent such as the Local Authority,
National Park Authorities, Land Registry, Environment Agency, Natural England Historic England and
other government departments should we need to make an application for permission to proceed or
approval.

Our IT systems are secure.

How do we use your information?

We capture the following information as use it as described

Data Protection says that we are allowed to use and share your personal data only where we have a proper
reason to do so. The law says we must have one or more of these reasons and these are:

e  Contract - your personal information is processed in order to fulfil a contractual arrangement
Consent — where you agree to us using your information in this way.
Legitimate Interests - this means the interests of FLA managing our business to allow us to provide you with a
service in the most secure and appropriate way

e |Legal Obligation — where there is statutory or other legal requirement to share the information e.g. when we have
to share your information for law enforcement purposes.

Here is a list of the ways that we may use your personal information, and which of the reasons described above
we rely on to do so. Where we list legitimate interests as a reason, we also describe below what we believe these
legitimate interests are.
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Keeping in touch with you

We do not store any of your details in mailing lists for marketing purposes, neither do we pass them to third
parties for this purpose.




How long we keep your information

If we collect your personal information, the length of time we retain it is determined by a number of factors
including the purpose for which we use that information and our obligations under other laws.

We may need your personal information to establish, bring or defend legal claims. For this purpose, we will
always retain your personal information for 7 years after the date it is no longer needed by us for any of the
purposes listed under How we use your information above. The only exceptions to this are where:

e the law requires us to hold your personal information for a longer period, or delete it sooner;

e you exercise your right to have the information erased (where it applies) and we do not need to hold it in
connection with any of the reasons permitted or required under the law;

e we bring or defend a legal claim or other proceedings during the period we retain your personal information, in
which case we will retain your personal information until those proceedings have concluded and no further
appeals are possible; or

e inlimited cases, existing or future law or a court or regulator requires us to keep your personal information for a
longer or shorter period.

What are your rights

You are entitled to request the following from FLA Ltd , these are called your Data Subject Rights and there is
more information on these on the Information Commissioners website www.ico.org.uk
e  Right of access —to request access to your personal information and information about how we process it

e Right to rectification —to have your personal information corrected if it is inaccurate and to have incomplete
personal information completed

e Right to erasure (also known as the Right to be Forgotten) — to have your personal information erased. Contact
02380 669833

Right to restriction of processing — to restrict processing of your personal information
Right to data portability - to electronically move, copy or transfer your personal information in a standard form
Right to object - to object to processing of your personal information

Rights with regards to automated individual decision making, including profiling —rights relating to automated
decision making, including profiling

If you have any general questions about your rights or want to exercise your rights please contact info@furse.net

You have the right to lodge a complaint with a data protection regulator in Europe, in particular in a country you work or
live or where your legal rights have been infringed. The contact details for the Information Commissioner’s Office (ICO),
the data protection regulator in the UK, are available on the ICO website www.ico.org.uk where your personal
information has or is being used in a way that you believe does not comply with data, however, we encourage you to

contact us before making any complaint and we will seek to resolve any issues or concerns you may have.
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