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When you contact me or visit my website, you trust me with your information. This Privacy Policy explains: 
· What information I collect and why I collect it; 
· How I use that information; and
· Your choices and rights (including how to access and update your information).

If you have any questions, or want to exercise your rights, please contact me using the details below: 

Katie Merrien (she/her) at CommuniKate Design Limited
Email: hello@communikate.design 
Call or WhatsApp: 07822012872
Address: 15 West Street, Brighton, East Sussex BN1 2RL

The current version of this policy will be applied to any personal information you share with me, through any means. I regularly review my policies to make sure they are up to date – and will always share the current version on my website (www.communikate.design). 

Personal information held by CommuniKate Design Limited
I currently collect and process the following information provided to CommuniKate Design:
· Personal identifier information shared by you (like your name, contact details, and personal feedback) by telephone, email, post, in person or via social media.
· Information about the work I have done for you (including quotes, project details, and how you are going to use the work).

When and why CommuniKate Design Limited has and holds your information

The personal information I process is provided to me directly by you. 

I record and store details of our interactions by email, letter, telephone, social media and in person. This can include my notes from our conversations, the dates we interacted, your name and contact details, and copies of your messages, comments or complaints (where applicable).

I do this to help me fulfil my contractual obligations to you, provide a great service, keep you updated about our project and check in to see how it’s working, and learn how I can improve even further based on your feedback. 

When I process your personal information, I do this under one of the following legal bases:
· Consent: You have told me you are happy for me to process your personal information for a specific purpose.
· Legitimate interests: The processing is necessary for me to conduct my business, but not where my interests are overridden by your interests or rights.
· Performance of a contract: I must process your personal information so I can provide you with my applicable product(s) or service(s).

I will only use your personal information for the purposes for which I collected it. I will never share your information with a third party without your consent.

How CommuniKate Design Limited stores your personal information
I have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way. I also limit access to your personal information by contractors or other third parties who have a business need to know. They will only process your personal information on my instruction, and they are subject to a duty of confidentiality.

I retain your information for 7 years after the date that you last contacted or worked with me. I then delete and destroy all data so it is no longer usable by me or anyone else. 

Your data protection rights
Under data protection law, you have rights including:
· Your right of access: You have the right to ask me for copies of your personal information. 
· Your right to rectification: You have the right to ask me to rectify personal information you think is inaccurate, and to complete information you think is incomplete. 
· Your right to erasure: You have the right to ask me to erase your personal information in certain circumstances. 
· Your right to restriction of processing: You have the right to ask me to restrict the processing of your personal information in certain circumstances. 
· Your right to object to processing: You have 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 I transfer the personal information you gave me 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, CommuniKate Design Limited has 1 month to respond to you. If you wish to make a request, please send it to hello@communikate.design.

How to complain
If you have any concerns about my use of your personal information, please first raise this issue with me directly at hello@communikate.design. 

You can also complain to the Information Commissioner’s Office (ICO) if you are unhappy with how I have used your data, using the contact details below:
    
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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