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PRIVACY NOTICE

Vikki Pethick Virtual Assistant ("We") are committed to protecting and respecting
your privacy.

Our Privacy Notice tells you what we do with your personal data, why we use it, who
we share it with and how long we keep it. As it's your data you have the right to know
what happens with it. The types of data that we hold about you and how long we
keep it, will depend on your relationship with us and the reasons why we have it.

This policy 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.

For the purpose of the General Data Protection Regulations and Data Protection Act
2018 (the Act), the data controller is Vikki Pethick of Vikki Pethick Virtual Assistant.
Our nominated representative for the purpose of the Act is Vikki Pethick who is
contactable on info@vpvirtualassistant.co.uk.

How do we get information?

Most of the personal information we process is provided to us directly by you for one

of the following reasons:

¢ You have made an information request to us.

e You subscribe to our digital newsletter.

e You visited our website and made an account with us, used an online form or
commented on a blog post.

¢ You engaged with us on social media.

¢ You commented or reviewed on one of our products or services.

e You ordered a product or service from Vikki Pethick Virtual Assistant and
financial information was taken to fulfil the order

e You have applied for a job with us.

e You are representing your organisation to make an enquiry.

¢ You have completed a survey or competition that we are delivering or supporting.

We also receive information indirectly

Details of your visits to our site (including, but not limited to, traffic data, location
data, device model and version, operating system, weblogs and other
communication data, whether this is required for our own billing purposes or
otherwise) and the resources that you access.

From time to time, we may receive personal information about you from third party
sources — for example, partners with whom we offer co-branded services or events,
or engage in joint marketing activities, and publicly available sources such as social
media websites.



Our website is not intended for or targeted at children under 16, and we do not
knowingly or intentionally collect information about children under 16. If you believe
that we have collected information about a child under 16, please contact us at
info@vpvirtualassistant.co.uk, so that we may delete the information.

IP Addresses / Log Files

When you use our services our view content provided by us, we automatically collect
information about your computer hardware and software. This information can
include your IP address, browser type, domain names, internet service provider
(ISP), the files viewed on our site (e.g., HTML pages, graphics, etc.), operating
system, clickstream data, access times and referring website addresses. This
information is used by Vikki Pethick Virtual Assistant to provide general statistics
regarding use of the Vikki Pethick Virtual Assistant Website. This is statistical data
about our users' browsing actions and patterns and is not used to identify any
individual.

Where we store your personal data

The data that we collect from you may be transferred to, and stored at, a destination
outside the European Economic Area ("EEA"). It may also be processed by staff
operating outside the EEA who work for us or for one of our suppliers. Such staff
maybe engaged in, among other things, the fulfilment of your order, the processing
of your payment details and the provision of support services.

By submitting your personal data, you agree to this transfer, storing or processing.
Vikki Pethick Virtual Assistant will take all steps reasonably necessary to ensure that
your data is treated securely and in accordance with this privacy policy.

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 prevent unauthorised access.

Uses made of the information

We use information held about you in the following ways:

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

e 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.

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

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

e To notify you about changes to our service.
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Sharing your information
We never sell Personal Information to any third party.

We use data processors who are third parties who provide elements of services for
us. We have contracts in place with our data processors. This means that they
cannot do anything with your personal information unless we have instructed them to
do it. They will not share your personal information with any organisation apart from
us. They will hold it securely and retain it for the period we instruct. For examplewe
use a third-party service, Google Analytics, to collect standard internet log
information and details of visitor behaviour patterns.

We may send information or Vikki Pethick Virtual Assistant content to you which we
think may be of interest to you by post, email, or other means and send you
marketing communications relating to our business;

We may promote use of our services to you and share promotional and information
content with you in accordance with your communication preferences;

We may provide other companies with statistical information about our users -- but
this information will not be used to identify any individual user;

We may send information to you regarding changes to our Customer Terms of
Service, Privacy Policy (including the Cookie Policy), and other legal agreements OR
to meet legal requirements.

The data privacy law allows this as part of our legitimate interest in understanding
our customers and providing the highest levels of service.

Of course, if you wish to change how we use your data, you'll find details in the “Your
Rights’ section below.

We may, from time to time, contact you on behalf of external business partners
about a particular offering that may be of interest to you. In those cases, we do not
transfer your Personal Information to the third party.

Legal basis for processing personal information (EEA visitors)

Our legal basis for collecting and using the personal information described above will
depend on the personal information concerned and the specific context in which we
collect it. However, we will normally collect personal information from you only where
we have your consent to do so, where we need the personal information to perform a
contract with you, or where the processing is in our legitimate interests and not
overridden by your data protection interests or fundamental rights and freedoms. In
some cases, we may also have a legal obligation to collect personal information from
you.



If we ask you to provide personal information to comply with a legal requirement or to
perform a contract with you, we will make this clear at the relevant time and advise
you whether the provision of your personal information is mandatory or not (as well
as of the possible consequences if you do not provide your personal information).
Similarly, if we collect and use your personal information in reliance on our legitimate
interests (or those of any third party), we will make clear to you at the relevant time
what those legitimate interests are.

We may disclose your personal information to third parties:

e |f we (or our assets) are acquired by another company, whether by merger,
acquisition, bankruptcy or otherwise, that company would receive all
information gathered by Vikki Pethick Virtual Assistant on the websites and
through service provision. In this event, you will be notified via email and/or a
prominent notice on our website, of any change in ownership, uses of your
Personal Information, and choices you may have regarding your Personal
Information.

o We reserve the right to use or disclose your Personal Information if required
by law or if we reasonably believe that use or disclosure is necessary to
protect our rights, protect your safety or the safety of others, investigate fraud,
or comply with a law, court order, or legal process.

Your rights

As we are processing your personal data for our legitimate interests as stated above,
you have the right to object to our processing of your personal data. There are
legitimate reasons why we may refuse your objection, which depend on why we are
processing it.

You have the right to ask us not to process your personal information. You can
exercise your right to prevent marketing use of your Personal Information by
checking tick boxes on the forms we use to collect your data. You can also exercise
the right at any time by contacting us at info@vpvirtualassistant.co.uk.

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.

How we protect your personal information
We know how much data security matters to all our customers. With this in mind we
will treat your data with the utmost care and take all appropriate steps to protect it.

We secure access to all transactional areas of our websites using ‘https’ technology.

Access to your personal data is password-protected, and sensitive data such as
payment card information) is secured to ensure it is protected.



We regularly monitor our system for possible vulnerabilities and attacks.

Retention of personal information

How long we keep information we collect about you depends on the type of
information as described in further detail below. After such time, we will either delete
or anonymize your information or, if this is not possible, then we will securely store
your information and isolate it from any further use until deletion is possible.

We retain Personal Information that you provide to us where we have an ongoing
legitimate business need to do so (for example, as long as is required in order to
contact you about a service you have signed up to, or as needed to comply with our
legal obligations, resolve disputes and enforce our agreements).

When we have no ongoing legitimate business need to process your Personal
Information, we securely delete the information or anonymise it or, if this is not
possible, then we will securely store your Personal Information and isolate it from
any further processing until deletion is possible. We will delete this information from
the servers at an earlier date if you so request, as described in "To Unsubscribe from
Our Communications" below.

How to access and control your personal data
Reviewing, Correcting and Removing Your Personal Information

You have the following data protection rights:

e You can request access, correction, updates or deletion of your personal
information.

e You can object to processing of your personal information, ask us to restrict
processing of your personal information or request portability of your personal
information.

e If we have collected and processed your personal information with your
consent, then you can withdraw your consent at any time. Withdrawing your
consent will not affect the lawfulness of any processing we conducted prior to
your withdrawal, nor will it affect processing of your personal information
conducted in reliance on lawful processing grounds other than consent.

¢ You have the right to complain to a data protection authority about our
collection and use of your personal information. Contact details for data
protection authorities in the UK are available here.

To exercise any of these rights, please contact us at info@vpvirtualassistant.co.uk,
using the subject title: Privacy. We will respond to your request to change, correct, or
delete your information within a reasonable timeframe and notify you of the action we
have taken.

To unsubscribe from our communications
You may unsubscribe from our marketing communications by clicking on the
"unsubscribe" link located on the bottom of our e-mails, updating your
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communication preferences, or by sending us an email at
info@vpvirtualassistant.co.uk with the subject title ‘Privacy’.

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.We regularly review and,
where necessary, update our privacy information.

If we plan to use personal data for a new purpose, we update our privacy information
and communicate the changes to individuals before starting any new processing.

How to complain

If you have any concerns about my use of your personal information, you can make
a complaint to me at info@yvpvirtualassistant.co.uk

You can also complain to the ICO if you are unhappy with how | have used your
data.

The ICO’s address:

Information Commissioner’s Office

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Helpline number: 0303 123 1113
ICO website: https://www.ico.org.uk

Contact
Questions, comments and requests regarding this privacy notice are welcomed and
should be addressed to info@vpvirtualassistant.co.uk.

Last updated: November 2021



