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Note: This policy statement and privacy notice apply to three businesses I run as a sole trader in 

the UK (all registered with HMRC) under my name: 

 Business Advice 

 Publishing Services 

 Art. 

 

1. What personal data will I hold about you? 

Data I hold about clients and contacts (see2 below) includes: 

 Your name and title 

 Your job title and which organisation(s) you belong to 

 Your email address 

 Your phone number(s) 

 Your postal address 

 Your social media accounts 

 Your website or blog 

 Your bank account details. 

I may only hold some of this data about a particular person. I will not hold any sensitive personal 

data, such as about your health or date of birth. I also do not hold data for vulnerable individuals. 

2. Why do I hold this personal data? 

I only hold and process personal data for the core purposes of my businesses. This means I do not 

have to register with the ICO. But I aim to follow best practice, as appropriate to a sole trader and 

the types of services I provide. 

If you are a client (meaning someone with whom I have a contractual relationship or am discussing 

entering into one) or a potential client (someone who is enquiring about my services), I process and 

hold data for two main purposes: 

 Contractual – so I can fulfill  contracts, e.g. by sending or receiving work or requesting and 

receiving payment 

 Legal – so I can fulfill other obligations, e.g. to HMRC. 

Note, I consider you to be a potential client if you: 

 have given me your business card 

 contacted me having received one of my business cards 

 have signed me up to one of your mailing lists. 

I also hold and process personal data for contacts who are a not clients or potential clients, but 

someone who I believe may be interested in my services. In this case, I contact them: 
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 using publicly available data (e.g. online by an organisation with which you have a 

connection – like a university, publisher or enterprise) 

 stating clearly why I believe they may be interested in my services 

 usually by email and no more than once or twice a year  

 asking them clearly to opt in and agree to any future contact from me, offering the the 

option not to do so – if they do not opt in, they are still welcome to contact me in future and 

it will not affect services that I may provide. 

Note, if I held your data before 25/05/2018 as a contact (not client) and you have not asked me to 

delete it, I will continue to hold and process this data to contact you about my services, with clear 

information how to ask me to stop doing so (see 4 below). 

3. How do I keep your personal data and how do I keep it safe? 

Your personal data is held and will be processed on my computer, back-up drives and mobile device. 

It will also be held online (in particular my email account). Some data will be held in printed form, 

such as copies of contracts and financial records (your purchase orders or remissal notices, or my 

invoices) or business cards. 

All data is generally held at my address, with the exception of data held and processed online. I aim 

to keep it as safe as can be reasonably expected of a sole trader, such as by: 

 using password and other protection (e.g. PIN or fingerprint) for the devices used 

 updating software regularly and using virus/malware programs and a firewall 

 securely disposing of any printed documents with personal data (e.g. shredding them) 

 keeping premises locked if not occupied. 

I will not share your personal data with anyone else without asking for your permission first; I will 

ask separately for each instance. 

4. How will I keep personal data up to date and how long will I hold itfor? 

If you wish me to stop using your data or to delete it at any time, please contact me by email or 

post to request this. You can also use the contact form on my website. 

I will update your details when you ask me to do so (e.g. by sending a notice of change of contact 

details). I also aim to make reasonable efforts to check your details are up to date, using publicly 

available information, once a year. 

For clients, I will keep your personal data for seven years to fulfill my obligations to HMRC. If you 

wish me to remove this data from my archives after this time, please contact me (as set out above). 

For potential clients and contacts, where no financial transactions have (yet) taken place), I will keep 

your data as long as you do not ask me to stop using or to remove it (as set out above). 

5. What are your rights if I hold your personal data? 

Your rights are set out in these pages by the ICO. I have up to a month to respond to requests. 
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