GDPR Notice
Suffolk Archaeology is an Archaeological contractor based in Needham Market, Suffolk. Under GDPR we are a Data
Controller. This means we decide how your personal data is processed and for what purposes.
At Suffolk Archaeology we look after our clients’ data the same way we look after our own. We don’t sell personal
data or make it available to any other organisation. Our Privacy Policy sets out the way in which we protect and
manage your data.
We know that the data is not ours – we are merely custodians of your valuable information.
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What do we hold data for?

Public interest – to enhance the historical record
Contractual requirements

1.1

As a Data Controller:

To manage our employees
For information promulgation
For managing business relationships in the provision of services (e.g. agreeing service provision, and accounting)
We hold some information classed as special category information under GDPR Article 9. This is health and welfare
related and is held to help us discharge our duty of care for employees’ wellbeing whilst employed by us.
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How do we Process Data?

We comply with our obligations under the GDPR by:
Ensuring personal data is accurate and correcting inaccuracies discovered or notified to us
Not collecting excessive amounts of information
Only retaining information for as long as is necessary, and in accordance with our retention policy
Providing appropriate protection of data confidentiality against unauthorised access and disclosure through
appropriate technical, physical, and procedural measures
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What is the Legal Basis for Processing Data?

Marketing and information promulgation is to volunteers and interested members of the public only. We send
information by email on the basis of Legitimate Interest. We do not need consent for this, but we ensure people
have an easy way to opt out of any communications.
Our employee data is managed on the basis of Legitimate Interest and Contract of Employment. Processing data is
required for carrying out responsibilities under Employment Law. We process data on behalf of our clients under
that same basis.
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Transfer Overseas

We do not knowingly transfer personal data overseas. Our major IT providers all have operations within the
European Union and claim to be fully GDPR compliant.
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Data Retention

We have a Data Retention Policy which can be found with our GDPR Policy. Retention periods are typically based
around statutory and legal requirements. A small number are based on industry best practice.
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Sharing your Personal Data

Your personal data is treated confidentially and is not sold. We do not share marketing data.
It may occasionally be necessary for us to share certain information with other providers, to ensure we fulfil our
duty of care to staff. This could include, for example, occupational health. In this case, the staff member will be
asked for permission to do this and the data shared will be the minimum necessary. We will seek assurance that the
third-party provider is GDPR compliant.
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Website

The majority of our reports go online which may contain client data such as name and address. However these can
already be found in the public domain as planning documents. We also publish photos and event/news items which
may convey personal data such as a client name or credit.
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Cookies

Cookies are used for the following purposes and are categorised according to the International Chamber of
Commerce.

Category

Used on our Web Site ([CompanyName].com)

Category 1: strictly necessary cookies

None

Category 2: performance cookies

None

Category 3: functionality cookies

_ga , _gat, _gat_product. The cookies relate to Google
Analytics and help us understand the usage of our
site.

Category 4: targeting cookies or advertising cookies

None

More information can be found on our website.
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Your Rights and Your Personal Data

To make a Subject Access Request, please write to us detailing the information that you seek. Please try to be as
specific as possible, because as a small company searches can be expensive. We will charge a reasonable fee based
on the administrative cost for searches that we deem to be excessive or unfounded. We will charge a fee for repeat
searches, even if the original search was free. Requestors should not assume we have received the request until
they have received an acknowledgement.
To make a request for deletion or rectification, please write to us or speak to us, detailing the information that you
believe needs correcting, and evidence of why the data we hold is incorrect. We will confirm receipt of the request
in writing.
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