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Privacy Policy 
 
 
This privacy policy sets out how Roger Hyde Limited (RHL) uses and protects any personal data/information 
received. 
 
 
RHL is committed to ensuring that both our customers’ and employees’ (to include subcontractors) privacy is 
protected at all times. Should we ask to be provided with certain information by which an individual can be identified 
(to include contact numbers and email addresses), then this information will only be used in accordance with this 
privacy statement. No information will be shared other than to persons connected to RHL who undertake the 
business of RHL (to include employees, subcontractors, IT support and Company accountants) and all persons who 
may come into contact with this information will be in receipt of RHL’s Privacy Policy and have signed a copy of the 
said Policy to confirm compliance of the details contained therein. 
 
 
RHL may change this policy from time to time by updating the contents shown. This policy can be viewed at any 
time upon request and a copy is also available for view on our website at all times. 
 
 
What we collect 
We may collect the following information: 

 name and job title 
 contact information including email address, mobile phone number and/or home number 
 demographic information such as address and postcode, preferences and interests 
 other information relevant to customer surveys and/or offers 

 
 
What we do with the information we gather 
We require this information to understand your needs and provide you with a better service, and in particular for 
the following reasons: 

 Internal record keeping. All information is updated and kept on our database to allow us to keep a record of 
any works we have either quoted for or undertaken on your behalf. 

 We may use the information to improve our products and services. 
 We may periodically send promotional emails about new products, special offers or other information which 

we think you may find interesting using the email address which you have provided. 
 From time to time, we may also use your information to contact you for market research purposes. We 

may contact you by email, phone, or post. We may use the information to customise our website and/or 
database according to services we have provided. 

 
If you consent to us contacting you for this purpose please tick to say how you would like us to contact you: 

Post ☐   Email ☐  Phone ☐  Text message ☐  I Do Not Consent ☐ 
 
 
We confirm that we will not pass on your details to any other company/supplier in order for them to contact you 
with details of their products/services. 
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Security 
We are committed to ensuring that all information is kept securely. In order to prevent unauthorised access or 
disclosure, we have put in place suitable physical, electronic and managerial procedures to safeguard and secure the 
information we collect online. 
 
As a company we use the services of an IT Support company in order to ensure that we have up to date security 
and anti- virus software to best protect us from any online security breach. We regularly update all software used 
across the Company to ensure that we have access to the best technology available/applicable and ensure that all 
employee passwords to access our systems are changed on a regular 3 monthly basis. 
 
We regularly review all information that we hold on our database and ensure that in every 12 month period all 
personal details held are either updated following recent contact or deleted if no contact has been made in the 12 
month period prior. Any emarketing undertaken always allows for an option to opt-out of any further 
communication from us and following any –opt-out received, our records are immediately updated and personal 
information deleted as appropriate. 
 
 
Website and use of cookies 
A cookie is a small file which asks permission to be placed on your computer's hard drive. Once you agree, the file is 
added and the cookie helps analyse web traffic or lets you know when you visit a particular site. Cookies allow web 
applications to respond to you as an individual. The web application can tailor its operations to your needs, likes and 
dislikes by gathering and remembering information about your preferences. 
 
We use traffic log cookies to identify which pages are being used. This helps us analyse data about web page traffic 
and improve our website in order to tailor it to our customers’ needs. We only use this information for statistical 
analysis purposes and then the data is removed from the system. 
 
Overall, cookies help us provide our customers with a better website, by enabling us to monitor which pages 
customers find most useful and which pages are used the least. A cookie in no way gives us access to your computer 
or any information about you, other than the data you choose to share with us. 
 
You can choose to accept or decline cookies. Most web browsers automatically accept cookies, but you can usually 
modify your browser setting to decline cookies if you prefer. This may prevent you from taking full advantage of the 
website. 
 
 
Links to other websites 
Our website may contain links to other websites that RHL recommend. Once a customer has clicked on a link to a 
separate site, they will be leaving RHL’s website and RHL therefore have no control over the linked site. We cannot 
be responsible for the protection and privacy of any information provided whilst visiting such sites and such sites are 
not governed by this privacy statement. You should exercise caution and look at the privacy statement applicable to 
the website in question. 
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Controlling personal information 
Customers can restrict the collection or use of their personal information in the following ways: 

 If asked to complete a form on our website, look for the box that you can click to indicate that you do not 
want the information to be used by anybody for direct marketing purposes 

 If you have previously agreed to RHL using personal information for direct marketing purposes, you may 
change your mind at any time by writing to us at Roger Hyde Limited, Valley Park, Hook Lane, Hadleigh, 
Suffolk, IP7 5PH or by emailing us at info@rogerhyde.co.uk. 

 By completing a copy of this Privacy Policy and ticking the appropriate boxes and returning this to us 
 
RHL will not sell, distribute or lease any personal information to third parties unless we have specific permission to 
do so or are required by law. RHL may use personal information to send you promotional information about third 
parties which we think may be of interest if you have confirmed previously you are happy for this to happen. 
 
You may request at any time to see details of personal information RHL holds about you. Please write to The 
Managing Director at Roger Hyde Limited, Valley Park, Hook Lane, Hadleigh, Suffolk, IP7 5PH or email The Managing 
Director at info@rogerhyde.co.uk to request a copy of any information held. We will then supply you with a 
printout showing all personal details that we hold for you (you will receive a copy of this information within one 
month of the request). 
 
If you believe that any information we are holding on you is incorrect or incomplete or you would like the 
information removed from our database/records, please write to or email us as soon as possible, at the above 
address. We will promptly correct or remove any information held. 
 
 
Information Commissioner’s Office 
If you have any concerns whatsoever in the way in which you feel we are handling your data, the Information 
Commissioner’s Office (ICO) can be contacted on 0303 123 1113 (www.ico.org.uk). 
 
 
This policy is reviewed and updated on an annual basis.  
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Customer Data Deleted Procedure 
 
 

 A customer may request all information we hold on them to be deleted at any time via email or 
phone. 
 
 

 We have one month to comply with the data request. 
 
 

 The data will potentially be held in 4 places: 
o On Teams365 within their client folder which will hold copies of the customer 

quotation and project documents to include RAMS, invoices and correspondence. 
o On the ACT! database 
o In paper form housed within the filing cabinets 
o In each employee’s Outlook inbox who has had contact with that customer 

 
 

 All data to be collated into the one file within Teams365 and deleted from the system. 
 
 

 ACT! contact page to be deleted and checks made for any duplication. 
 
 

 Any emails held to also be deleted. 
 
 

 Any paper copies of the data must be shredded. 
 
 

 Once the data has been deleted, update excel spreadsheet of who has requested their 
data to be deleted with name, date and initial of employee who dealt with the request. 
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Customer Personal Data Breach Procedure 
 
 

 Once a data breach has been detected, we have 72 hours to report the breach to the 
Information Commissioner’s Office (0303 123 1113 / www.ico.org.uk) 

 
 

 Our first port of call will be to contact: 
o IT Consultant (Strident Technology – 01473 835280) to find out the extent of the breach 

and when it occurred; 
o All RHL staff; 
o Al flooring technicians; and 
o Company Accountants (Suffolk Tax Accountants Ltd – 01473 657000) 

 
 

 Once we have established with the help of our IT Consultant what data has been breached, we will 
inform the contacts affected individually within a week of the breach. The Managing Director, James 
Hyde will make the notifications to anyone affected. 
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Customer Consent Requests and Management  
of Data Procedure 

 
 

 Currently, any domestic customer we have on our database will have had works completed 
by us and received a quotation. 
 
 

 Any domestic prospect on our database will have only received a quotation with no 
works being completed. 
 
 

 We have contact with the majority of customers on a 6-12 monthly basis via either a 
courtesy call or courtesy email. Every April, commencing from April 2018, we will audit the 
customer request for either data deletion or non-marketing contact and update our records 
accordingly. 
 
 

 We have in-frequent contact with Prospects and will ensure to go through our database 
prospects every 12 months, commencing from April 2018 deleting any prospects we have not 
been in contact with for the 12 months’ prior. 
 
 

 Any domestic customer that does not want to be sent marketing emails can inform us either 
by email or by phone or, alternatively, clicking the ‘unsubscribe’ button on our marketing emails. 
If a customer has informed us of their wish to unsubscribe, we will then update their contact 
page on our ACT database by ticking the ‘no marketing emails’ box. We will also include a note 
within the ‘notes’ section of their contact page and in the history tab of the database. 
 
 

 RHL use mailchimp to send out bulk marketing emails, with mailchimp automatically 
remembering any emails that have unsubscribed previously. A member of the RHL team will 
also manually update our customer contact list which is created for each marketing eshot, 
with the customer contact being moved into the ‘unsubscribed’ tab on the list/spreadsheet. 
 
 

 All marketing emails include the option to unsubscribe. 
 
 

 Our website has also been updated as from 25th May 2018, to include an option for customers 
to either ‘opt in’ or ‘opt out’ of marketing emails available on both our ‘contact us’ and ‘privacy 
policy’ pages. 

 


