Page Turner Editing Services by Sasha Lysette Privacy Policy
This Privacy Policy describes what data I require, why I require the data, how it is collected and used, where the data is stored, and for how long. It also details your data protection rights and what to do if you have a complaint against myself regarding your data. If I ask you to provide information, it will only be used in the ways stated in this policy. This policy ensures I am compliant with GDPR. 
Please ensure you read this policy carefully. This policy is considered, read, understood and agreed by yourself at the same time my Terms and Conditions are accepted. A copy of my Terms and Conditions will be sent to you by myself before you confirm any service packages. You can withdraw your acceptance of this policy at any time, by emailing me. 
I reserve the right to change this Privacy Policy at any time. If you are a current client, an updated version will be emailed to you. Returning clients will be directed to re-read the Privacy Policy upon contacting me for another service package. 
What data do I collect from you?
-Name and company/pen name (if applicable)
-Email address
-Information about your enquiry
-Information about unique style preferences in your manuscript
-Bank details (if applicable) 
How do I collect the data from you?
-Email
-Social media accounts, if that is how you initially contact me
-Contact form on my website
-Style Sheet Questionnaire (for unique style preferences) 
Why do I collect the data from you? 
-Provide information about my services
-Provide quotes and timescales in relation to my services
-Contact you while I work on your manuscript
-Apply unique style preferences to your manuscript for copy editing purposes (if applicable)
-In order to refund a deposit in line with my terms and conditions (if applicable)
How do I use the data?
-To contact you regarding my services
-To keep in contact with you as a client
-To apply unique style preferences to your manuscript for copy editing purposes (if applicable)
-To send completed work to you
-Accounting purposes, such as sending invoices
-To refund a deposit in line with my terms and conditions (if applicable)
-To obtain samples or a testimonial for marketing and promotion purposes, only with your written permission 
Where do I store the data?
-On my work laptop, which is pin protected
-My external hard drive for back up, which is password protected
-Emails through my password and pin protected email account
-In the event of a data breach, I will alert you as soon as possible
How long do I store the data?
-For enquires only, I will keep your data for three calendar months from the date after last contact was received from yourself, unless you have otherwise requested in writing.
-For clients, I will keep your data for five calendar years from the 1st February of the year following the UK tax year that the service was completed in, this is in line with HMRC requirements and to ensure that I am tax compliant. 
Will I share the data?
-I do not share your data with anyone, unless to fulfil a specific request from HMRC as part of my legal tax obligations.
-If you agree to provide a testimonial or sample, I will only share the details you have given me permission to (obtained in writing).
-If you wish for me to engage with you on social media in regards to manuscripts I have undertaken work on, I will only do so with your written permission. 
- I reserve the right to disclose data if I am mandated by law, including if there is suspicion of plagiarism in the manuscript, or if it is in connection with any court actions brought by you against me, or me against yourself.
What can you do if you think the data I hold is incorrect?
-You have the right to ask me to rectify any data I hold, if you believe it is inaccurate. 
-You can request such updates by emailing me.
What are your data protection rights?
-Right to access. You can ask me for copies of your data by emailing me, in which I have one month from the date of the email to respond.
-Right to rectification. You can ask me to rectify any of your data you believe to be incorrect by emailing me, in which I have one month from the date of the email to respond. 
-Right to erasure. You can ask me to erase your data under certain circumstances by emailing me, in which I have one month from the date of the email to respond. 
-Right to restriction of processing. You can ask me to restrict the processing of your data under certain circumstances by emailing me, in which I have one month from the date of the email to respond. 
-Right to object to processing. You can object to your data being processed under certain circumstances and send such objections to me by email, in which I have one month from the date of the email to response. 
-Right to portability. You can ask me to transfer your data to another organisation, or to yourself, by emailing me, in which I have one month from the date of the email to respond. 
-You are not required to pay any charges for exercising your rights. 
How can you complain? 
-If you have any concerns about my use of your data, you can make a complaint to me by email. 
-You can also complain to the ICO if you are unhappy with how I have used your data, their details are below:
The ICO’s address:
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Helpline number: 0303 123 1113
ICO website: https://www.ico.org.uk
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