Commala Ltd. Privacy Notice

Our contact details:

Name: Mike Heald
Phone Number: 01928 237 247
E-mail: mike@commala.co.uk

The type of personal information we collect
We currently collect and process the following information:

. Personal identifiers, contacts and characteristics (for example, name, contact details and social
media profiles)

How we get the personal information and why we have it

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

e Delivery of a contractual service.

e Business development.

We use the information that you have given us in order to conduct normal business-to-business
interactions and for business development.

Under the UK General Data Protection Regulation (UK GDPR), the lawful bases we rely on for processing
this information are:

a) We have a contractual obligation.

b) We have a legitimate interest.

How we store your personal information

Your information is encrypted and securely stored on Commala’s premises, as well as an encrypted
secure off-site back-up for disaster recovery.

We may keep personal information for maximum 2 years after last use for corporate contacts. In the
case of legal and accounting documents, personal information will be kept for a period of 7 years after
termination of the contract. We will then dispose your information by deletion of electronic records or
destruction of physical records.

We will dispose of hon-corporate private electronic mail immediately, or as soon as actioned if necessary
and appropriate.

Personal Information Sharing

We share and process your personal data with Microsoft and iDrive. All data protected by
pseudonymisation in transit and storage.

Data shared with Microsoft are stored only in the United Kingdom and European Union.

Data shared with iDrive may be stored outside the European Union in the U.S. state of Oregon, but it is
pseudonymised by encryption before transit and in storage.
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Commala.co.uk Cookies

We and our trusted partners use cookies and other technologies in our related services, including when
you visit our Site or access our services.

A "cookie" is a small piece of information that a website assign to your device while you are viewing a
website. Cookies are very helpful and can be used for various different purposes. These purposes include
allowing you to navigate between pages efficiently, enable automatic activation of certain features,
remembering your preferences and making the interaction between you and our Services quicker and
easier. Cookies are also used to help ensure that the advertisements you see are relevant to you and
your interests and to compile statistical data on your use of our Services.

The Site uses the following types of cookies:

a. 'session cookies' which are stored only temporarily during a browsing session in order to allow
normal use of the system and are deleted from your device when the browser is closed;

b. 'persistent cookies ' which are read only by the Site, saved on your computer for a fixed period
and are not deleted when the browser is closed. Such cookies are used where we need to know
who you are for repeat visits, for example to allow us to store your preferences for the next sign-
in;

c. 'third party cookies' which are set by other online services who run content on the page you are
viewing, for example by third party analytics companies who monitor and analyze our web access.

Cookies do not contain any information that personally identifies you, but Personal Information that we
store about you may be linked, by us, to the information stored in and obtained from cookies. You may
remove the cookies by following the instructions of your device preferences; however, if you choose to
disable cookies, some features of our Site may not operate properly and your online experience may be
limited.

We also use a tool called “Google Analytics” to collect information about your use of the Site. Google
Analytics collects information such as how often users access the Site, what pages they visit when they
do so, etc. We use the information we get from Google Analytics only to improve our Site and services.
Google Analytics collects the IP address assigned to you on the date you visit sites, rather than your
name or other identifying information. We do not combine the information collected through the use of
Google Analytics with personally identifiable information. Google’s ability to use and share information
collected by Google Analytics about your visits to this Site is restricted by the Google Analytics Terms of
Use and the Google Privacy Policy.
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Your data protection rights

Under data protection law, you have rights including:
Your right of access - You have the right to ask us for copies of your personal information.

Your right to rectification - You have the right to ask us to rectify personal information you think is
inaccurate. You also have the right to ask us to complete information you think is incomplete.

Your right to erasure - You have the right to ask us to erase your personal information in certain
circumstances.

Your right to restriction of processing - You have the right to ask us to restrict the processing of
your personal information in certain circumstances.

Your right to object to processing - You have the the right to object to the processing of your
personal information in certain circumstances.

Your right to data portability - You have the right to ask that we transfer the personal information
you gave us to another organisation, or to you, in certain circumstances.

You are not required to pay any charge for exercising your rights. If you make a request, we have one
month to respond to you.

Please contact us at mike@commala.co.uk if you wish to make a request.

How to complain

If you have any concerns about our use of your personal information, you can make a complaint to us at
mike@commala.co.uk.

You can also complain to the ICO if you are unhappy with how we 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
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