KEPPIE MASSIE SURVEYORS AND PROPERTY CONSULTANTS

PRIVACY NOTICE (UK GDPR)

1. Introduction

Keppie Massie Limited ("KM", "we", "us", "our") is committed to protecting your personal data and
handling it responsibly.

This Privacy Notice explains how we collect, use and protect your personal data in accordance with
the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

2. Who We Are

Keppie Massie Limited is a firm of Surveyors and Property Consultants.
Address: Alabama House, 6 Rumford Place, Liverpool, L3 9BY

We are registered with the Information Commissioner’s Office (ICO) under registration number
ZA465924.

We are the data controller, meaning we decide how and why your personal data is processed.
3. How We Collect Your Data

We collect personal data in the following ways:
e Directly from you (e.g. when you contact us, instruct us, or apply for a role)
e From third parties (e.g. landlords, agents, credit reference agencies, regulators)
e Through our systems (e.g. CCTV, access control, IT systems)

4. What Personal Data We Collect

We may collect and process the following categories of personal data:
Identity data (name, title, date of birth)

Contact data (address, email address, telephone number)

Financial data (bank account details, payment information)
Transaction data (details of services provided, payments, instructions)
Compliance data (identification documents for AML checks)
Recruitment data (CVs, employment history, references)

Technical data (IT usage, login data)

Monitoring data (CCTV footage, access records)

Any other information you choose to provide

Where you provide personal data relating to other individuals, you must ensure you have their
authority to do so and that they have been provided with this Privacy Notice.

5. How We Use Your Personal Data

We use your personal data for the following purposes:
e To provide property and professional services
To manage client relationships and instructions
To carry out Anti-Money Laundering (AML) and identity checks
To manage property transactions and services
To process job applications and recruitment activities
To manage accounts, billing and payments
To comply with legal and regulatory obligations
To establish, exercise or defend legal claims
To monitor and protect our premises, systems and staff
To provide relevant information about our services and market activity (where permitted)




6. Legal Basis for Processing

We will only process your personal data where we have a lawful basis to do so, including:
e Contract: where processing is necessary to perform a contract with you
e Legal obligation: where we must comply with legal or regulatory requirements
o Legitimate interests: where processing is necessary for our business operations, including
providing services, managing relationships, and ensuring security, provided these interests
are not overridden by your rights
e Consent: where you have given clear consent (e.g. certain marketing activities)

7. Marketing Communications

We may send you information about our services where permitted by law.
You have the right to object to marketing at any time by contacting us or using any unsubscribe
option provided.

8. Sharing Your Personal Data

We may share your personal data with:

Other parties involved in property transactions (e.g. landlords, tenants, agents)
Professional advisers (e.g. solicitors, accountants, insurers)

Contractors and service providers

Financial institutions and credit reference agencies

Regulators, HMRC, and law enforcement bodies

Debt recovery and tracing agencies

All third parties are required to respect the security of your personal data and to process it in
accordance with the law.

9. International Transfers

We do not routinely transfer personal data outside the UK.
Where this is necessary, we will ensure appropriate safeguards are in place in accordance with UK
data protection laws.

10. Data Retention

We retain personal data only for as long as necessary for the purposes for which it was collected,
including legal, regulatory and reporting requirements.
Typical retention periods include:
e Client and transaction data: up to 6-7 years after the end of the relationship
e AML records: as required by law (typically 5 years)
e Recruitment data: up to 6 months (unless employment commences)
Data may be retained longer where required for legal claims or regulatory purposes.

11. Data Security

We have appropriate technical and organisational measures in place to protect personal data
against unauthorised access, loss, misuse or disclosure.

12. Monitoring

We operate monitoring systems including:
e CCTV
e Access control systems
e IT and communications monitoring

This is carried out for security, operational and compliance purposes, based on our legitimate
interests and legal obligations.




13. Your Rights

Under UK GDPR, you have the right to:
e Request access to your personal data
Request correction of inaccurate data
Request erasure of your data (in certain circumstances)
Request restriction of processing
Object to processing (including marketing)
Request data portability
Withdraw consent at any time (where applicable)

You also have the right to lodge a complaint with the Information Commissioner’s Office (ICO).
We do not carry out automated decision-making or profiling that produces legal or similarly
significant effects.

14. Changes to This Notice

We may update this Privacy Notice from time to time. The latest version will always be available
upon request or on our website.

15. Contact Details

For any queries or to exercise your rights, please contact:

Terry Reed

Practice Manager

Keppie Massie Limited

Alabama House, 6 Rumford Place, Liverpool, L3 9BY

Email: dataprotection@keppiemassie.com

You can also contact the Information Commissioner’s Office (ICO):
Website: https://ico.org.uk

Telephone: 0303 123 1113
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