
Data Protection Policy



Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.
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Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.
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Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.
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All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Convey365 Limited and the Conveyancing Academy are committed to a policy of protecting the rights of and privacy of 
individuals in accordance with the Data Protection Act and EU General Data Protection Regulation.

We need to process certain information about employers, introducers, staff, learners and other individuals to provide 
training services, fraud prevention, administrate funding partners, to assess learner satisfaction and other administrative 
reasons. To comply with the law, information about individuals must be collected and used fairly, stored safely and 
securely and not disclosed to any third party unlawfully.

This policy applies to all individuals of Conveyancing Academy and any breach of either the Data Protection Act, EU 
General Data Protection Regulation or this Policy is considered to be an offence and disciplinary procedures will apply.  
Other agencies and individuals that work with us and who have  access to personal information, must read and comply 
with this policy.

1  Purpose

The purpose of the Data Protection Act and EU General Data Protection Regulation is to protect the rights and privacy of 
individuals and to ensure that personal data is not processed without their knowledge and consent.

2  Definitions (Data Protection Act 1998)
 
Personal Data
This is data relating to an individual who can be identified from that information or from that data and other information in 
the possession of the data controller and it includes, amongst other things, name, address, telephone number and any 
unique information such as Passport or Driving Licence details.

Sensitive Data
This is data which relates to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex 
life, criminal convictions. This type of data is subject to much stricter conditions of processing.
 
Data Controller
This is any person who makes decisions with regard to particular personal data, including decisions regarding the 
purposes for which personal data are processed and the way in which personal data is processed.

Data Subject
Any individual who is the subject of personal data held by an organisation.

Processing
Any operation related to organisation, retrieval, disclosure and deletion of information and data and includes (but is not 
limited to) obtaining and recording data, accessing, altering, adding to, merging, deleting, data retrieval, consultation or 
use of data, disclosure or otherwise making data available.

Relevant Filing System
This is any paper filing system or other manual filing system which is structured, so that information
about an individual is readily accessible.

3  Responsibilities under the Data Protection Act and EU General Data Protection Regulation

• Conveyancing Academy is the data controller under the legislation.

• A Data Protection Officer, has been appointed who is responsible for day to day data protection matters.

• Compliance with data protection legislation is the responsibility of all individuals of Conveyancing Academy who   
 process personal information.

4  Notification

This is the responsibility of the Senior Management Team. Anyone who is, or intends processing data for purposes not 
included in the company’s Notification should seek advice from the Data Protection Officer.

5  Data Protection Principles

All processing of data must be done in accordance with the eight data protection principles:

• Personal data shall be processed fairly and lawfully.

• Those responsible for processing personal data must make reasonable efforts to ensure that data subjects are    
 informed of the identity of the data controller, the purpose(s) of the processing, any disclosures to third parties that are  
 envisaged and an indication of the period for which the data will be kept.

• Personal data shall be obtained for specific and lawful purposes and not processed in a manner incompatible with   
 those purposes.

• Data obtained for a specific purpose must not be used for a different purpose, without the data subject’s consent.

• Personal data shall be adequate, relevant and not excessive in relation to the purpose for which it is held.

• Information which is not strictly necessary for the purpose(s) for which it is obtained should not be collected. If    
 information or data is given or obtained which is excessive for the purpose, they should be immediately deleted or   
 destroyed.

• Personal data shall be accurate and, where necessary, kept up to date.

• Information and data which is kept for a long time must be reviewed and updated as necessary.

• No information or data should be kept unless it is reasonable to assume that such information/data is accurate and up  
 to date. Completion of any form giving personal or business details will be taken as an indication that the data    
 contained in them is accurate.

• Personal data shall be kept only for as long as necessary – no longer than 6 years.

• Personal data shall be processed in accordance with the rights of data subjects under the Data Protection Act.

• Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of   
 personal data and against accidental loss or destruction of data.

• Personal data shall not be transferred to a country or a territory outside the European Economic Area unless that   
 country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to  
 the processing of personal data.

Updating Information 
Personnel should notify the SQA Coordinator of any changes in personal circumstances to enable personal records to be 
updated.
Learners should also keep personal information up to date. Conveyancing Academy will ensure that any notification 
regarding change of circumstances is noted and acted upon immediately.

6  Data Subject Rights
 
Data subjects have the following rights regarding processing data, and the data that are recorded about them:

• To make subject access requests regarding the nature of information held and to whom it has been disclosed.

• To prevent processing likely to cause damage or distress.

• To prevent processing for the purposes of direct marketing.

• To be informed about the mechanics of automated decision-making process that will significantly affect them.

• Not to have significant decisions that will affect them taken solely on an automated process.

• To sue for compensation if they suffer damage by any contravention of the legislation.

• To take action to rectify, block, erase or destroy inaccurate data.

• To request the Information Commissioner (ICO) to assess whether any provision of the legislation has been contravened.

7  Consent

Wherever possible, personal data or sensitive data should not be obtained, held, used or disclosed unless the individual 
has given consent. We advise individuals of the way in which we use data when we send out our Licence 
Agreement/Terms of Business and if after receipt of this the individual continues to work with us, then the individual is 
deemed to have accepted the way in which we process data. We ask them to write to us if they do not wish their data to 
be used for direct marketing.
For sensitive data, explicit written consent of data subjects must be obtained unless an alternative
legitimate basis for processing exists. It is particularly, important to obtain specific consent to use personal data on the 
Internet, as this data can be accessed worldwide and the eighth data principle may be breached. If an individual does not 
consent to certain types of processing (e.g. direct marketing), appropriate action must be taken to ensure that the 
processing does not take place.
For advice on any issue raised in this section contact our Data Protection Officer.

8  Security of Information/Data

This Policy gives the framework within which we can use the information technology in the most secure way, given the 
demands of our company.

The following key principles will apply:

• Security is everyone’s responsibility

• Everyone within Conveyancing Academy must comply with this policy.

All individuals should ensure we maintain confidentiality, integrity and the availability of all information/data as follows:

• All individuals are responsible for ensuring that any personal data which they hold are kept securely and that they are  
 not disclosed to any unauthorised third party.

• Computer passwords must be kept confidential.

• Manual records – including print outs from the computer databases containing personal information/data must be   
 disposed of as confidential waste.

• Hard drives on redundant PCs must be wiped clean before disposal.

• This policy also applies to individuals that process personal data “off-site”. All individuals should take particular care   
 when processing personal data at home and must not remove any  unprotected data from the workplace without prior  
 permission from the Data Protection Officer.

• Only authorised persons are allowed to gain access to our systems.

• We must not disclose information to anyone who has no right to see it i.e. an unauthorised party.

• We must take care over input of information/data into our systems.

• We must ensure all changes are reported and monitored.

• We must check that the correct records are on our systems before we update it further.

• We must ensure that we learn how the system should be used and keep it up to date with changes that may affect it’s  
 functionality.

• We must report any apparent errors and ensure that they are resolved.

• We must ensure all equipment is protected from intruders.

• We must ensure that back ups are taken at regular, predetermined intervals.

• We must ensure that contingency is provided for possible failure or equipment theft and that contingency plans are   
 rehearsed and kept up to date.

• We will take all reasonable measures under our control to comply with our legal responsibilities under applicable UK   
 legislation:
 Data Protection Act (1998)
 EU General Data Protection Legislation
 The Copyright, Designs and Patents Act (1988)
 The Health and Safety at Work Act (1992)

When purchasing and/or installing any new system, we will actively consider the security implications any security breach 
or any other breach of our obligations under the Data Protection and EU General Data Protection Regulation must be 
reported to the Data Protection Officer who will investigate the breach and notify any and all affected parties and the 
Information Commissioner’s Office (ICO) within 72 hours of becoming aware of the breach.

When reporting a breach to the ICO, the Data Protection Officer must provide:

• A description of the nature of the personal data breach including, where possible

• The categories and approximate number of individuals concerned; and

• The categories and approximate number of personal data records concerned;

• The name and contact details of the Data Protection Officer

• A description of the likely consequences of the personal data breach; and

• A description of the measures taken, or proposed to be taken, to deal with the personal data breach, including, where   
 appropriate, the measures taken to mitigate any possible adverse effects.

9  Rights of Data Access

All individuals and clients have the right to access any personal information/data which is/are held by Conveyancing 
Academy in electronic format and manual records which form part of a relevant filing system.
Any request for information must:

• Be made in writing; and

• Specify the information that the data subject requires.

All such rights are communicated to our clients by way of the Privacy Note (Appendix 2) which is
issued to each client at the outset of their instructions and forms part of our standard terms of engagement.
The person making the request will need to prove their identity, so that we are not disclosing
information in breach of legislation to a person not entitled to receive it.
The Conveyancing Academy subject access request form may be sent by the person requesting the data.

Appendix 1

All subject access requests should be addressed to the Data Protection Officer at:
info@conveyancingacademy.com

10  Disclosure of Data

Conveyancing Academy must ensure that personal data is not disclosed to unauthorised third parties which includes 
family members, friends, government bodies, and, in certain circumstances, the Police. All individuals should exercise 
caution when asked to disclose personal data held on another individual to a third party. If there is any doubt as to 
whether or not the information should be disclosed contact the Data Protection Officer.

This policy determines that personal information/data may be legitimately disclosed where one of the
following conditions applies:

 The individual has given their consent (e.g. the client has consented to us speaking to their adviser or other named   
 third party);
 Where the disclosure is in the legitimate interests of Convey365 (e.g. disclosure of information to
 other staff members/personnel);
 Where Conveyancing Academy is legally required to disclose the information/data (e.g. money laundering legislation);  
 The legislation sets out a number of exemptions to the provisions of the legislation in respect of disclosure. If you are  
 contacted by:

 • The Police.

 • Any government department asking for information about clients.

You must not confirm or deny whether or not we act for a client.
If you receive a Production Order from the Police or an Order from a government department requiring information to be 
disclosed please contact the Data Protection Officer.

Appendix 1 - Data Protection: Subject Access Request Form

Under the Data Protection Act 1998 clients and people who provide us with data have the right to access personal data 
relating to themselves that is held by Conveyancing Academy in electronic format and/or manual records forming part of 
a ‘relevant filing system’.

Any individual who wishes to exercise this right should apply using this subject access request application form.

Conveyancing Academy needs to be assured of the applicant’s identity before relevant data is released.
To assist us to provide the information you require, please provide the following information:
Please note that we have a period of 1 month in which to provide the information requested.

Penalties
If any individual discloses data held by Convey365 about other people (e.g. clients or staff members/personnel) without 
their consent or proper authorisation then an offence may be committed under the legislation and the penalty for improper 
disclosure is a fine of up to 20 million Euros.

11  Retention and Disposal of Data

Conveyancing Academy will not retain personal information/data for longer than necessary or no longer than 6 years 
maximum.

Learners/Apprentices
Information/Data for learners and apprentices is generally retained for six years to comply with legal and regulatory 
requirements. Some information will be retained indefinitely for example information
relating to individuals who obtain formal qualifications will remain securely on our systems.

Staff/Personnel
In general, electronic and/or manual staff records are kept indefinitely. The information retained
would usually include name and address, positions held and leaving salary. Other information
will be kept by the Data Protection Officer for 6 years from the end of employment. Information
relating to for example, Income Tax etc. will be retained for the relevant statutory period.
A copy of all personal information/data held on file will be made available to all employees upon
request.

Recruitment Records
Information relating to unsuccessful applicants will be kept for 12 months from the interview
date. To aid in the management of the recruitment process we may keep, indefinitely, a record
of the names of applicants who have been short listed and/or interviewed.

Disposal of Records
All personal information/data must be disposed of in a way that protects the rights and privacy of
the data subjects (e.g. by way of shredding, disposal of confidential waste or secure electronic
deletion).

12  Publication of Information

Conveyancing Academy publishes a number of items that include personal information/data and will continue to do so. 
Such personal information/data include:

• Internal telephone directory

• Staff/personnel information/photographs on Conveyancing Academy website and Social Media Platforms.

• Information including photographs in newsletters or tender applications
 

13  Direct Marketing

Before any direct marketing is undertaken, it must be clear that the people to be contacted have consented to receiving 
such marketing and they must be given the opportunity to object to the use of their data for direct marketing purposes. 
Email marketing is governed by The Privacy and Electronic Communications (EC Directive) Regulations 2003, for advice 
contact the Data Protection Officer.

14  Cookies

Conveyancing Academy complies with the requirements of The Privacy and Electronic Communications (EC Directive) 
Regulations 2003 in relation to the use of cookies and other similar technologies for storing information.

15. Use of CCTV

To ensure the security of the building CCTV cameras may be installed in the reception area and these cameras record 
entrants to the building and who is in reception area. These recordings are purely for security purposes and they will not 
be used for any other purpose.

16  Training and Awareness

Every individual is required to complete periodic training on Data Protection legislation All of our Directors and individuals 
will endeavour to increase their awareness of IT security issues. It is therefore a requirement of all Directors and 
individuals that they must familiarise themselves with the objectives of this policy, and our Information Management and 
Security Policy.

17  Annual Review

Conveyancing Academy will review and amend the provisions of this Policy as required due to changing circumstances or 
changes to the Data Protection legislation. In the event of any such amendment, Employees will be given written 
notification of the amendment. Ultimate responsibility for this policy rests with the Data Protection Officer, Lloyd Davies 
who will have the operational responsibility for implementing, communicating, monitoring, evaluating and updating this 
policy. An annual review of the policy will take place to verify it is in effective operation across the practice.

18  Information Commissioners Office

Convey365 Limited and Conveyancing Academy are registered with the Information Commissioner’s Office under 
registration reference Z2189052, which remains valid to 26th April 2021.
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Surname

Any previous surnames (if applicable)

Forenames

Address

Telephone number

Date of Birth
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Appendix 2- Privacy Note

Conveyancing Academy Privacy Notice

Introduction
The EU General Data Protection Regulations (“GDPR”) will come into effect on 25th May 2018 and will place greater 
obligations on how companies, such as Conveyancing Academy, handle personal information held about our clients.
Conveyancing Academy are committed to protecting and respecting your personal information and privacy. Conveyancing 
Academy also recognises the importance of the correct and lawful treatment of personal information and will only use 
your personal information as set out in this Privacy Note.

Conveyancing Academy have appointed a Data Protection Officer to oversee compliance with this Privacy Note. If you 
have any questions or queries in relation to the content of this Privacy. 
Note or how we handle your personal information, please contact our Data Protection Officer at:
info@conveyancingacademy.com or by post to Data Protection Officer, Convey 365, Maxwell Chambers, 34-38 Stow 
Hill, Newport, South Wales, NP20 1JE.
It is important that the personal information that we hold about you is accurate and current. Please ensure that we are 
updated of any changes to your personal information during the course of our working relationship.

How Conveyancing Academy Collect Personal Information About You?
We use different methods to collect personal information from and about you, which include:

Directly from you - Generally, the personal information that we obtain about you will be taken directly from you during 
your initial induction process to assess prior learning, identification purposes and completing a professional qualification.
From Third Parties - We will also obtain personal information about you from other sources, which
may include your employers or professional examining bodies. Please note that this list is not exhaustive

What Information Conveyancing Academy Holds About You?
Conveyancing Academy will collect and hold certain personal information about you to enable us to comply with your 
learning plan; to comply with our regulatory responsibilities and to administrate funding requirements.
Such personal information will include:

• Your Title and Full Name 

• Contact Telephone Numbers

• Contact E-mail Address

• Date of Birth 

• National Insurance Number

• Occupation

• Proof of Identification 

• Evidence of previous qualifications or prior learning.

We do not collect any Special Categories of personal information about you - this includes details about your race or 
ethnicity, religious beliefs, gender, sexual orientation, political opinions, trade union membership, information about your 
health and genetic information.

Data Protection
Policy

How Will Conveyancing Academy Use Your Information?
We will only use your personal information when the law allows us to and for the purposes for which we collected the 
information.
Conveyancing Academy will use the information held about you for the following purposes:

• To achieve compliance with our responsibilities to examining bodies.

• To facilitate registration for learning.

• To achieve compliance with the requirements of any agreement held with the company/institution/body who referred  
 you to Convey365 or require evidence of your learning.

• To achieve compliance with the requirements of our Regulator, the Council for Licensed Conveyancers.

Disclosure of Your Personal Information
Conveyancing Academy will never share the information held about you with an external company/institution/body unless 
there is a lawful reason for us to do so and the processing is fair and necessary. However, Conveyancing Academy may 
share relevant elements of the personal information that we hold about you with third parties, which may include:

• Employees of Conveyancing Academy conducting your learning journey

• The company/institution/body who referred you to Conveyancing Academy.

• Third party consultants, contractors or other service providers which may access the personal information when   
 providing services to Conveyancing, including but not limited to IT support services.

• Government bodies, law enforcement agencies, our regulatory body, legal societies and in response to other legal or  
 regulatory requests from similar third parties.

• Legal advisers, auditors, contractors or other advisers auditing or assisting with any element of your apprenticeship  
 journey.

How long Conveyancing Academy will retain information held about you?
Conveyancing Academy will retain the information held about you in accordance with the recommendations made by our 
examining body SQA, our regulatory body OfQual and in accordance with statutory requirements.

Your rights relating to the use of your data?
Under the GDPR you have certain rights in respect of the processing of your personal information, which may vary 
dependent upon the legal basis for the collection of your personal information and the uses made of this personal 
information.

For all uses made of your personal information you have the right to be informed about how we use your personal 
information. This Privacy Note discharges that obligation. However, further rights may apply in different circumstances, as 
set out below:

• Right of Access - you have a right to access a copy of the personal information that Conveyancing Academy hold about  
 you (subject to Data Protection Laws).

• Right of Rectification - you have a right to correct personal information that Conveyancing Academy hold about you if  
 the information held is inaccurate or incomplete.

• Right to be Forgotten - in certain circumstances you may ask for the personal information held about you to be   
 removed/destroyed (please note the limitations imposed by the retention period delineated above).

• Right to Restrict Processing – where certain conditions apply you have a right to restrict processing. However, please  
 note that this may affect our ability to provide services to you.

• Right to Data Portability – you have the right to have the personal information held about you to be transferred to a  
 nominated third party in accordance with your instructions. You also have the for such information to be transferred in  
 a suitable format.

• Right to Object – you have the right to object to certain types of processing, such as marketing.

• Please note that we will only ever use your contact information for marketing purposes where you have provided   
 express consent.

• Right to Withdraw Consent – in the limited circumstances where you have provided your consent to the collection,  
 processing and transfer of your personal information for a specific purpose, you have the right to withdraw your   
 consent for that specific processing at any time, by providing appropriate notification of the withdrawal of your consent  
 to our Data Protection Officer at info@conveyancingacademy.com or by post to Data Protection Officer, Conveyancing  
 Academy, Maxwell Chambers, 34-38 Stow Hill, Newport, South Wales, NP20 1JE.

• Right of Notification – you have the right to be notified of any breach of our responsibilities in relation to the use of and  
 processing of your personal information.

 In the event that you wish to exercise any of these rights, please make your request in writing to our Data Protection Officer.

Is your information secure?
Conveyancing Academy will collect and store personal information about you securely. We will only pass this information 
to other parties where it is appropriate and lawful for us to do so and via controls, which require an identified purpose and 
which ensure that such information is transferred to such other parties safely and securely.

Further information
You have the right to make a complaint at any time to the relevant supervisory authority. The UK supervisory authority for 
data protection issues is the Information Commissioners Office (ICO).

*Regulatory requirements presently recommend that client/property transactional information is retained for a minimum period 
of 6 years.
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Conveyancing Academy Privacy Notice

Introduction
The EU General Data Protection Regulations (“GDPR”) will come into effect on 25th May 2018 and will place greater 
obligations on how companies, such as Conveyancing Academy, handle personal information held about our clients.
Conveyancing Academy are committed to protecting and respecting your personal information and privacy. Conveyancing 
Academy also recognises the importance of the correct and lawful treatment of personal information and will only use 
your personal information as set out in this Privacy Note.

Conveyancing Academy have appointed a Data Protection Officer to oversee compliance with this Privacy Note. If you 
have any questions or queries in relation to the content of this Privacy. 
Note or how we handle your personal information, please contact our Data Protection Officer at:
info@conveyancingacademy.com or by post to Data Protection Officer, Convey 365, Maxwell Chambers, 34-38 Stow 
Hill, Newport, South Wales, NP20 1JE.
It is important that the personal information that we hold about you is accurate and current. Please ensure that we are 
updated of any changes to your personal information during the course of our working relationship.

How Conveyancing Academy Collect Personal Information About You?
We use different methods to collect personal information from and about you, which include:

Directly from you - Generally, the personal information that we obtain about you will be taken directly from you during 
your initial induction process to assess prior learning, identification purposes and completing a professional qualification.
From Third Parties - We will also obtain personal information about you from other sources, which
may include your employers or professional examining bodies. Please note that this list is not exhaustive

What Information Conveyancing Academy Holds About You?
Conveyancing Academy will collect and hold certain personal information about you to enable us to comply with your 
learning plan; to comply with our regulatory responsibilities and to administrate funding requirements.
Such personal information will include:

• Your Title and Full Name 

• Contact Telephone Numbers

• Contact E-mail Address

• Date of Birth 

• National Insurance Number

• Occupation

• Proof of Identification 

• Evidence of previous qualifications or prior learning.

We do not collect any Special Categories of personal information about you - this includes details about your race or 
ethnicity, religious beliefs, gender, sexual orientation, political opinions, trade union membership, information about your 
health and genetic information.

Data Protection
Policy

How Will Conveyancing Academy Use Your Information?
We will only use your personal information when the law allows us to and for the purposes for which we collected the 
information.
Conveyancing Academy will use the information held about you for the following purposes:

• To achieve compliance with our responsibilities to examining bodies.

• To facilitate registration for learning.

• To achieve compliance with the requirements of any agreement held with the company/institution/body who referred  
 you to Convey365 or require evidence of your learning.

• To achieve compliance with the requirements of our Regulator, the Council for Licensed Conveyancers.

Disclosure of Your Personal Information
Conveyancing Academy will never share the information held about you with an external company/institution/body unless 
there is a lawful reason for us to do so and the processing is fair and necessary. However, Conveyancing Academy may 
share relevant elements of the personal information that we hold about you with third parties, which may include:

• Employees of Conveyancing Academy conducting your learning journey

• The company/institution/body who referred you to Conveyancing Academy.

• Third party consultants, contractors or other service providers which may access the personal information when   
 providing services to Conveyancing, including but not limited to IT support services.

• Government bodies, law enforcement agencies, our regulatory body, legal societies and in response to other legal or  
 regulatory requests from similar third parties.

• Legal advisers, auditors, contractors or other advisers auditing or assisting with any element of your apprenticeship  
 journey.

How long Conveyancing Academy will retain information held about you?
Conveyancing Academy will retain the information held about you in accordance with the recommendations made by our 
examining body SQA, our regulatory body OfQual and in accordance with statutory requirements.

Your rights relating to the use of your data?
Under the GDPR you have certain rights in respect of the processing of your personal information, which may vary 
dependent upon the legal basis for the collection of your personal information and the uses made of this personal 
information.

For all uses made of your personal information you have the right to be informed about how we use your personal 
information. This Privacy Note discharges that obligation. However, further rights may apply in different circumstances, as 
set out below:

• Right of Access - you have a right to access a copy of the personal information that Conveyancing Academy hold about  
 you (subject to Data Protection Laws).

• Right of Rectification - you have a right to correct personal information that Conveyancing Academy hold about you if  
 the information held is inaccurate or incomplete.

• Right to be Forgotten - in certain circumstances you may ask for the personal information held about you to be   
 removed/destroyed (please note the limitations imposed by the retention period delineated above).

• Right to Restrict Processing – where certain conditions apply you have a right to restrict processing. However, please  
 note that this may affect our ability to provide services to you.

• Right to Data Portability – you have the right to have the personal information held about you to be transferred to a  
 nominated third party in accordance with your instructions. You also have the for such information to be transferred in  
 a suitable format.

• Right to Object – you have the right to object to certain types of processing, such as marketing.

• Please note that we will only ever use your contact information for marketing purposes where you have provided   
 express consent.

• Right to Withdraw Consent – in the limited circumstances where you have provided your consent to the collection,  
 processing and transfer of your personal information for a specific purpose, you have the right to withdraw your   
 consent for that specific processing at any time, by providing appropriate notification of the withdrawal of your consent  
 to our Data Protection Officer at info@conveyancingacademy.com or by post to Data Protection Officer, Conveyancing  
 Academy, Maxwell Chambers, 34-38 Stow Hill, Newport, South Wales, NP20 1JE.

• Right of Notification – you have the right to be notified of any breach of our responsibilities in relation to the use of and  
 processing of your personal information.

 In the event that you wish to exercise any of these rights, please make your request in writing to our Data Protection Officer.

Is your information secure?
Conveyancing Academy will collect and store personal information about you securely. We will only pass this information 
to other parties where it is appropriate and lawful for us to do so and via controls, which require an identified purpose and 
which ensure that such information is transferred to such other parties safely and securely.

Further information
You have the right to make a complaint at any time to the relevant supervisory authority. The UK supervisory authority for 
data protection issues is the Information Commissioners Office (ICO).

*Regulatory requirements presently recommend that client/property transactional information is retained for a minimum period 
of 6 years.
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info@conveyancingacademy.com or by post to Data Protection Officer, Convey 365, Maxwell Chambers, 34-38 Stow 
Hill, Newport, South Wales, NP20 1JE.
It is important that the personal information that we hold about you is accurate and current. Please ensure that we are 
updated of any changes to your personal information during the course of our working relationship.

How Conveyancing Academy Collect Personal Information About You?
We use different methods to collect personal information from and about you, which include:

Directly from you - Generally, the personal information that we obtain about you will be taken directly from you during 
your initial induction process to assess prior learning, identification purposes and completing a professional qualification.
From Third Parties - We will also obtain personal information about you from other sources, which
may include your employers or professional examining bodies. Please note that this list is not exhaustive

What Information Conveyancing Academy Holds About You?
Conveyancing Academy will collect and hold certain personal information about you to enable us to comply with your 
learning plan; to comply with our regulatory responsibilities and to administrate funding requirements.
Such personal information will include:

• Your Title and Full Name 

• Contact Telephone Numbers

• Contact E-mail Address

• Date of Birth 

• National Insurance Number

• Occupation

• Proof of Identification 

• Evidence of previous qualifications or prior learning.

We do not collect any Special Categories of personal information about you - this includes details about your race or 
ethnicity, religious beliefs, gender, sexual orientation, political opinions, trade union membership, information about your 
health and genetic information.

Data Protection
Policy

How Will Conveyancing Academy Use Your Information?
We will only use your personal information when the law allows us to and for the purposes for which we collected the 
information.
Conveyancing Academy will use the information held about you for the following purposes:

• To achieve compliance with our responsibilities to examining bodies.

• To facilitate registration for learning.

• To achieve compliance with the requirements of any agreement held with the company/institution/body who referred  
 you to Convey365 or require evidence of your learning.

• To achieve compliance with the requirements of our Regulator, the Council for Licensed Conveyancers.

Disclosure of Your Personal Information
Conveyancing Academy will never share the information held about you with an external company/institution/body unless 
there is a lawful reason for us to do so and the processing is fair and necessary. However, Conveyancing Academy may 
share relevant elements of the personal information that we hold about you with third parties, which may include:

• Employees of Conveyancing Academy conducting your learning journey

• The company/institution/body who referred you to Conveyancing Academy.

• Third party consultants, contractors or other service providers which may access the personal information when   
 providing services to Conveyancing, including but not limited to IT support services.

• Government bodies, law enforcement agencies, our regulatory body, legal societies and in response to other legal or  
 regulatory requests from similar third parties.

• Legal advisers, auditors, contractors or other advisers auditing or assisting with any element of your apprenticeship  
 journey.

How long Conveyancing Academy will retain information held about you?
Conveyancing Academy will retain the information held about you in accordance with the recommendations made by our 
examining body SQA, our regulatory body OfQual and in accordance with statutory requirements.

Your rights relating to the use of your data?
Under the GDPR you have certain rights in respect of the processing of your personal information, which may vary 
dependent upon the legal basis for the collection of your personal information and the uses made of this personal 
information.

For all uses made of your personal information you have the right to be informed about how we use your personal 
information. This Privacy Note discharges that obligation. However, further rights may apply in different circumstances, as 
set out below:

• Right of Access - you have a right to access a copy of the personal information that Conveyancing Academy hold about  
 you (subject to Data Protection Laws).

• Right of Rectification - you have a right to correct personal information that Conveyancing Academy hold about you if  
 the information held is inaccurate or incomplete.

• Right to be Forgotten - in certain circumstances you may ask for the personal information held about you to be   
 removed/destroyed (please note the limitations imposed by the retention period delineated above).

• Right to Restrict Processing – where certain conditions apply you have a right to restrict processing. However, please  
 note that this may affect our ability to provide services to you.

• Right to Data Portability – you have the right to have the personal information held about you to be transferred to a  
 nominated third party in accordance with your instructions. You also have the for such information to be transferred in  
 a suitable format.

• Right to Object – you have the right to object to certain types of processing, such as marketing.

• Please note that we will only ever use your contact information for marketing purposes where you have provided   
 express consent.

• Right to Withdraw Consent – in the limited circumstances where you have provided your consent to the collection,  
 processing and transfer of your personal information for a specific purpose, you have the right to withdraw your   
 consent for that specific processing at any time, by providing appropriate notification of the withdrawal of your consent  
 to our Data Protection Officer at info@conveyancingacademy.com or by post to Data Protection Officer, Conveyancing  
 Academy, Maxwell Chambers, 34-38 Stow Hill, Newport, South Wales, NP20 1JE.

• Right of Notification – you have the right to be notified of any breach of our responsibilities in relation to the use of and  
 processing of your personal information.

 In the event that you wish to exercise any of these rights, please make your request in writing to our Data Protection Officer.

Is your information secure?
Conveyancing Academy will collect and store personal information about you securely. We will only pass this information 
to other parties where it is appropriate and lawful for us to do so and via controls, which require an identified purpose and 
which ensure that such information is transferred to such other parties safely and securely.

Further information
You have the right to make a complaint at any time to the relevant supervisory authority. The UK supervisory authority for 
data protection issues is the Information Commissioners Office (ICO).

*Regulatory requirements presently recommend that client/property transactional information is retained for a minimum period 
of 6 years.
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How Conveyancing Academy Collect Personal Information About You?
We use different methods to collect personal information from and about you, which include:

Directly from you - Generally, the personal information that we obtain about you will be taken directly from you during 
your initial induction process to assess prior learning, identification purposes and completing a professional qualification.
From Third Parties - We will also obtain personal information about you from other sources, which
may include your employers or professional examining bodies. Please note that this list is not exhaustive

What Information Conveyancing Academy Holds About You?
Conveyancing Academy will collect and hold certain personal information about you to enable us to comply with your 
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• Evidence of previous qualifications or prior learning.
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• To facilitate registration for learning.
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 providing services to Conveyancing, including but not limited to IT support services.

• Government bodies, law enforcement agencies, our regulatory body, legal societies and in response to other legal or  
 regulatory requests from similar third parties.
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 journey.

How long Conveyancing Academy will retain information held about you?
Conveyancing Academy will retain the information held about you in accordance with the recommendations made by our 
examining body SQA, our regulatory body OfQual and in accordance with statutory requirements.

Your rights relating to the use of your data?
Under the GDPR you have certain rights in respect of the processing of your personal information, which may vary 
dependent upon the legal basis for the collection of your personal information and the uses made of this personal 
information.

For all uses made of your personal information you have the right to be informed about how we use your personal 
information. This Privacy Note discharges that obligation. However, further rights may apply in different circumstances, as 
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• Right of Access - you have a right to access a copy of the personal information that Conveyancing Academy hold about  
 you (subject to Data Protection Laws).

• Right of Rectification - you have a right to correct personal information that Conveyancing Academy hold about you if  
 the information held is inaccurate or incomplete.

• Right to be Forgotten - in certain circumstances you may ask for the personal information held about you to be   
 removed/destroyed (please note the limitations imposed by the retention period delineated above).

• Right to Restrict Processing – where certain conditions apply you have a right to restrict processing. However, please  
 note that this may affect our ability to provide services to you.

• Right to Data Portability – you have the right to have the personal information held about you to be transferred to a  
 nominated third party in accordance with your instructions. You also have the for such information to be transferred in  
 a suitable format.

• Right to Object – you have the right to object to certain types of processing, such as marketing.

• Please note that we will only ever use your contact information for marketing purposes where you have provided   
 express consent.

• Right to Withdraw Consent – in the limited circumstances where you have provided your consent to the collection,  
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 consent for that specific processing at any time, by providing appropriate notification of the withdrawal of your consent  
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• Right of Notification – you have the right to be notified of any breach of our responsibilities in relation to the use of and  
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 In the event that you wish to exercise any of these rights, please make your request in writing to our Data Protection Officer.

Is your information secure?
Conveyancing Academy will collect and store personal information about you securely. We will only pass this information 
to other parties where it is appropriate and lawful for us to do so and via controls, which require an identified purpose and 
which ensure that such information is transferred to such other parties safely and securely.

Further information
You have the right to make a complaint at any time to the relevant supervisory authority. The UK supervisory authority for 
data protection issues is the Information Commissioners Office (ICO).

*Regulatory requirements presently recommend that client/property transactional information is retained for a minimum period 
of 6 years.
 


