CONDIE & CO LIMITED PRIVACY NOTICE
Condie & Co Limited is a Limited company whose office is 10 Abbey Park Place, Dunfermline, Scotland, KY12
7NZ, United Kingdom (“we”, “us, “our”). We respect your privacy and are committed to protecting your personal
data. This privacy notice sets out the ways in which we collect and use your personal data. It also explains what
rights you have to access or change your personal data.
You can contact us at the above address or for further contact details, please see our “Contact Us” page and/or the
footer of this website.
We may update this Privacy Notice from time to time. The latest version will always be on our website and we will
communicate material updates to our clients. We will not process your personal data for purposes other than those
set out in this Privacy Notice or which may be prejudicial to your interests without letting you know and giving you
the opportunity to review and object to any such amended processing.
WHAT IS PERSONAL DATA?
Personal Data: means any information relating to an identified or identifiable natural person (“data subject”); an
identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an
identifier such as a name, an identification number, location data, an online identifier or to one or more factors
specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person.
Special Category Data: means personal data revealing racial or ethnic origin, political opinions, religious or
philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for the
purpose of uniquely identifying a natural person, data concerning health or data concerning a natural person’s sex
life or sexual orientation.
When we refer to “personal data”, we mean both personal and special category of data.
HOW DO WE COLLECT YOUR PERSONAL DATA?
We are a full service accountancy and business advisory firm. We collect personal data (including, special category
data) from a wide range of sources.
We may collect personal data from you directly. Where you are a client or prospective client, we may also collect
personal data from representatives or people who are providing you with other services.
We collect personal data from the following sources:
•

You or your representatives directly when contacting us in writing, by e-mail, in person, by telephone,
through our online portal, at meetings with us or by any other method (for example, when seeking
accountancy or business consultancy advice from us or registering to attend events or subscribe to
publications issued by us).

•

Relatives, agents or third parties if you are involved in a matter we are instructed in (for example, as a
beneficiary, trustee, buyer, seller, debtor, defender, pursuer, witness, employee or employer).

•

Other organisations which have referred you to us (for example, other accountants, solicitors, financial
advisers, insurance companies or financial institutions).

•

Online public sources or registers (such as Companies House).

•

Providers of identity verification and compliance services, such as anti-money laundering.

•

Cookies when you use our website.

WHAT HAPPENS IF YOU FAIL TO PROVIDE PERSONAL DATA?
Where we need to collect personal data by law, or under the terms of a contract we have with you, and you fail to
provide that data when requested, we may not be able to perform the contract we have or are trying to enter into
with you. In this case, we may have to cancel the service you have with us but we will notify you if this is the case.
WHAT TYPE OF PERSONAL DATA DO WE COLLECT?
Data Type
Contact data

Identity data

Financial data

Personal data contained
in correspondence

Information Collected
Name
Postal address
Email address
Phone Numbers
Occupation/Business Name
Utility Bills
VAT Registration Number
Unique Tax Reference
Date of birth
Passport Number
National Insurance Number
Driving Licence Number
Other identity evidence as required to
meet our regulatory obligations
Information about your financial affairs, assets and liabilities may be
required if it is relevant to matters upon which you wish us to advise
you or to enable us to comply with
our regulatory obligations relating to anti-money laundering.
Copies of letters, e-mails received or sent by us, and information
you have provided to us in letters, e-mails, texts, at meetings and
any audio recordings taken in relation to such information. We
may also keep notes and records of matters we discuss or advise
upon.

HOW DO WE USE YOUR PERSONAL DATA?
We will use your information for the purposes listed below on the basis of:
•

your consent (where we request it);

•

where we need to comply with our legal obligations;

•

to perform a contract with you; or

•

our legitimate interests.

Purpose
To communicate with you
regarding your instructions,
questions, concerns or complaints
and to provide you with advice and
other information where you are a
client.
To share information with other
professionals
(for example, other accountants or
solicitors)

Basis of Processing
Performance of contract and/ or legitimate interests (our legitimate
interest being to deliver our services in accordance with your
instructions and deal with any enquiry you may have)

To prevent financial crime (for
example, to comply with our legal
obligations to prevent financial crime
including money laundering under
the Money Laundering, Terrorist
Financing and Transfer of Funds
Regulations 2017).
As part of our record-keeping
requirements

Compliance with law and/ or legitimate interests (for example, in
ensuring our business is run in compliance with the law)

To respond to enquiries from
potential clients. If you fill out a
“make an enquiry” form, we capture
any personal data supplied (such as,
your name, address, business name,
e-mail address, home telephone
number and work telephone
number). We will use this personal
data to respond to your enquiry.
To send clients and potential
clients marketing information
about our legal services that may be
of interest or benefit to them. In
doing so, we will add you to our
marketing database and will send
you marketing materials from time to
time.
To recover debts due by you to us
(including for example, by sharing
your personal data with third party
including sheriff officers)
Through use of cookies on our
website. For further information,
please see our Cookies Policy.

To administer and protect our
business and this website
(including, troubleshooting, data
analysis, testing, system
maintenance, support, reporting and
hosting of data)

Performance of contract (where necessary to ensure appropriate
representation or information-gathering) and/ or legitimate interests
(where appropriate to provide the most cost-effective service)

Compliance with law and/or Legitimate interests (our legitimate
interest being to retain information for a certain period of time in
relation to your client relationship with us).
Legitimate Interests (it is in our interest to respond to enquiries to
provide a responsive service)

Legitimate Interest (our legitimate interest being to promote our
services through marketing activity). You can object to us
processing your personal data for marketing purposes at any time.

Legitimate Interests (our legitimate interest being to enforce
performance of the contract between us and where appropriate to
instruct a third party to seek payment for our services already
delivered to you).
Legitimate Interests (our legitimate interest being to use “essential”
cookies on our website that contribute to the website’s effectiveness
and usability.
Consent (we must obtain that from you for any “non-essential”
cookies we use on our website.)
Legitimate Interests (our legitimate interest being to facilitate and
organise our business by providing IT support and proper testing of
systems used within our office locations).

To provide Benchmarking
information *
*There may be certain
circumstances where we conduct
benchmarking activities for medical
practice clients. If you fit this criteria,
then as part of this process, we
would provide you with a practice
comparison document, which
compares practice results to
national, regional and similar
practice averages. The averages are
compiled using summary data on a
completely confidential basis, as we
anonymise all data.

Performance of contract

We will only use your personal data for the purposes for which we collected it, unless we reasonably consider that
we need to use it for another reason and that reason is compatible with the original purpose. If you wish to get an
explanation as to how the processing for the new purpose is compatible with the original purpose, please contact
us.
If we need to use your personal data for an unrelated purpose, we will notify you and we will explain the legal basis
which allows us to do so.
Please note that we may process your personal data without your knowledge or consent, in compliance with the
above rules, where this is required or permitted by law.
HOW IS YOUR PERSONAL DATA STORED?
We take appropriate technical and organisational measures to secure your personal data and protect it against
unauthorised or unlawful processing or disclosure as well as accidental loss or destruction or damage. Some of
these measures include:
•

Using secure servers to store your personal data.

•

Verifying the identity of individuals that access your personal data.

•

Regularly reviewing our Information Security Management System.

•

Utilising a number of anti-virus and anti-malware systems at the gateway, on email and on endpoints to
protect against cyber threats and encryption technologies to protect personal data (where appropriate).

•

Restricting access only to those employees who need to know the information in order to deliver the
service to you.

•

Sending email communication through Egress encryption software, which requires users to create an
account to receive the email in full.

•

Providing regular training to all our employees.

Unfortunately, the transmission of information via the internet is not completely secure. Although we will do our best
to protect your personal data, we cannot guarantee the security of your personal data transmitted.

Once we have received your personal data, we will use strict procedures and security features as outlined above to
try to prevent unauthorised access to your personal data.
Our website may, from time to time, contain links to and from the websites of third parties. we cannot be held
responsible for the security of your personal data collected by websites that our website may link to. Such third
parties shall have their own privacy notices and you should read these carefully.
DO WE SHARE YOUR PERSONAL DATA?
We may share your personal data with our subsidiary wealth management company, Condies Wealth Strategies
Limited (SC381967), for referral purposes only. We will only share this information if you ask us to or if we think
Condies Wealth Strategies Limited can offer you a service. For the latter option, our legal basis for processing this
information is that it is in our subsidiary’s legitimate interest to offer their services to you.
We may also share your personal data with our contractors, business partners, suppliers and sub-contracts for the
performance of any contract that you enter into with us. Our legal basis for sharing in this way is that it is in our
legitimate interest to engage suppliers and work with other organisations to provide the best possible service to you
and satisfy performance of the contract between us.
We may disclose your personal data to third parties:
•

In the event that we sell or buy any business or assets, in which case, we may disclose your personal data
to the prospective seller or buyer of such business or assets;

•

If we or substantially all of our assets are acquired by a third party, in which case, personal data held by us
about you will be one of the transferred assets;

•

If we are under a duty to disclose or share your personal data in order to comply with any legal obligation
or in order to enforce or apply our terms of use and other agreements; or

•

To protect the rights, property, or safety of us or others. This includes exchanging information with other
companies and organisations for the purposes of fraud protection and credit risk reduction.

In all instances where we disclose your personal data to third parties, we will ensure that your data is appropriately
protected. Where our suppliers process our personal data on our behalf, we require them to put in place
appropriate security measures to protect your personal data in line with our policies.
We do not allow our third-party service providers to use your personal data for their own purposes and only permit
them to process your personal data for specified purposes, in accordance with our instructions and the General
Data Protection Regulation (GDPR).

The types of organisations/groups that we may share personal data with are set out below:
•

Tax Strategy Service providers

•

Financial organisations

•

HMRC

•

Accounts Production Suppliers

•

Government departments

•

Marketing platforms

•

IT and cloud services

•

BACS payment providers

•

Identity verification companies

•

Website developers

•

Other professional advisers and consultants

•

Regulatory authorities

•

Wealth management companies

A full list is available on request.
DO WE TRANSFER YOUR PERSONAL DATA OUTSIDE OF THE EUROPEAN ECONOMIC AREA (EEA)?
We occasionally use third party suppliers who are based outside the EEA. Any processing of your personal data by
such parties will involve a transfer of data outside the EEA.
Whenever we transfer your personal data out of the EEA, we ensure a high level of protection is afforded to it by
putting in place specific contracts approved by the European Commission that incorporates the requirements of
Article 28 of the GDPR.
Please contact us if you want further information regarding any transfer of your personal data outside the EEA.
HOW LONG WILL WE KEEP YOUR PERSONAL DATA?
We will only retain your personal data for as long as reasonably necessary to fulfil the purposes we collected it for,
including for the purposes of satisfying any legal, regulatory or reporting requirements. We may retain your
personal data for a longer period in the event of a complaint or if we reasonably believe there is a prospect of
litigation in respect to our relationship with you.
To determine the appropriate retention period for personal data, we consider the amount, nature and sensitivity of
the personal data, the potential risk of harm from unauthorised use or disclosure of your personal data, the
purposes for which we process your personal data and whether we can achieve those purposes through other
means, and the applicable legal, regulatory, tax, accounting or other requirements.
We have a Retention Policy which sets out the periods and rules for retaining and reviewing all data that we hold.
It is important that the personal data we hold about you is accurate and up-to-date. Please keep us informed if your
personal data changes during your working relationship with us.
DO WE MAKE USE OF COOKIES?
Cookies are small text files that are stored on your computer or mobile device when you visit our website. They do
not cause your computer any harm nor do they identify you personally, they only identify the computer being used
to access the site. The cookies obtain information in relation to your use of the website.
For more information on what cookies we use on our website, please see our cookie policy.

CAN YOU WITHDRAW CONSENT?
If we are relying on consent to process your personal data, you can withdraw your consent at any time, at which
point we shall stop processing your personal data in that way. Please note this does not affect the legality of our
processing up to the date of your withdrawal of consent.
WHAT ARE YOUR LEGAL RIGHTS?
We have summarised your rights below. Please contact info@condie.co.uk to exercise these.
Your Right
Right to be informed
Right to access

Right of rectification
Right of erasure

Right to restrict processing
Right to data portability
Right to object

Right to Complain

Details
This Privacy Notice provides you with details as to how we collect and use
your personal data.
You have a right to request access to the personal data we hold about you
by making a “subject access request”. If the request is legitimate, you will
be provided with a copy of all personal data that we hold about you. There
will be no charge for providing you with this information. However, we may
charge a reasonable fee if your request is unfounded, repetitive or
excessive. We have installed automated software to assist us with
streamlining your request.
You have a right to request that we correct or complete any
inaccurate or incomplete personal data we hold about you.
You have the right to ask us to delete your personal data where it is no
longer necessary for us to use it, you have withdrawn consent or where we
have no lawful basis for retaining it. If we are required to keep your personal
data to comply with our legal or regulatory obligations or legitimate interests
in legal proceedings or claims, then we may have to decline your request
You have the right to request that we restrict the processing of your
personal data that we hold about you for specific reasons.
You have a right to obtain and reuse the personal data that we hold about
you for your own purposes in certain circumstances.
You have a right to object to us processing your
personal data where we are relying on legitimate interests and/or where we
are using it for marketing purposes.
In addition, you have the right to lodge a complaint with the Information
Commissioner’s Office (“ICO”) using the following contact details. We
would, however, appreciate the chance to deal with your concerns before
you approach the ICO so please contact us in the first instance:
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow, Cheshire, SK9 5AF
Telephone Number: 0303 123 1113
Website: https://www.ico.org.uk/

