HARLEYFORD MARINA

Privacy Policy for Harleyford Marina Ltd

At Harleyford Marina, we take your privacy seriously. This privacy statement explains the
personal data or information we collect from you and people who visit our website, as well
as how we use it.

Who are we?

Harleyford Estate Ltd is a registered company (Company No. 00486641). Our registered
office address is Marina Building, Harleyford Estate, Henley Road, Marlow,
Buckinghamshire, SL7 2DX. For the purposes of Data Protection, Harleyford Marina Ltd is a
registered data controller with ICO registration number 25621173.

What personal data or information do we collect?
The personal information we collect may include:
o Name, address, email address, and IP address
o Information about pages you access on our website and when

e CCTV footage collected across the marina, including the marina office, marina
services office, and workshop

How do we collect data or information from you?
1. When you make an enquiry via our website, by telephone, or by email
When you use our website
When you take part in a prize draw or competition
When you choose to receive news, updates, or press releases
When you enquire about a job opportunity
When you work for or with the marina or sales office
When entering supplier contracts, contacts, and invoices
When exchanging business cards with a member of the marina or sales office

Through CCTYV footage across the marina, marina office, marina services office, and
workshop
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How is your information used?
We collect your personal data or information to operate our marina and sales offices
effectively and provide you with the best services. We may use your information for the
following purposes:
1. To administer your mooring contract
2. To answer enquiries that you make before any agreement or contract
3. To keep you informed about our services, river conditions, and invitations to events if
you have opted-in to receive these communications
4. To process payments for ancillary services such as fuel sales and marina yard
services
To process a job application
To fulfil our obligations as an employer
To provide benefits to you as an employee
To maintain the security of our office and IT infrastructure
To invoice you, track payments you make, or payments made to you
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We believe these purposes are justified based on our legitimate interests in running and
promoting the marina, our contractual requirements to deliver agreed services, and our legal
obligations as a marina operator and responsible employer. Please see the details below for
further information.

Types of Data Held and Processing Details

1. Berth Holders

o Data Held: Name, contact details, emergency contact details, information relating to
services provided, billing and payment information, vessel information, insurance
details, CCTV and bodycam footage.

¢ Retention: Retained for the duration of your mooring contract, then for an additional
6 years. CCTV footage retained for 21 days unless formally requested by an
authorized party.

e Storage: Data stored in Harbour Assist, Xero, and Rolec Services Smart Master
(cloud-based, EEA).

2. Prospective Berth Holders
o Data Held: Name, contact details, communication relating to services, CCTV and
bodycam footage.
e Retention: Retained for the duration of the enquiry, then for an additional 2 years.
e Storage: Data stored in password-controlled computer records.
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3. Visitors
o Data Held: Name, contact details, billing and payment information, vessel details,
CCTV and bodycam footage.
o Retention: Retained for the duration of your mooring contract, then for an additional
6 years. CCTV retained for 21 days.
o Storage: Data stored in Harbour Assist and Xero (cloud-based, EEA).

4. Job Applicants
o Data Held: Name, contact details, CV, and application form.
o Retention: Retained for the duration of the recruitment campaign, then for 1 year.
e Storage: Data stored in password-controlled computer records.

5. Current and Former Employees
o Data Held: Name, date of birth, contact details, NI number, qualifications,
performance reviews, absence records, photographic ID.
¢ Retention: Retained for the duration of the employment contract, then for an
additional 6 years.
o Storage: Data stored in Xero (cloud-based, EEA) and Croner Simplify (UK-based,
password-controlled servers).

6. Contractors Working Directly for Berth Holders
« Data Held: Name, contact details, insurance details, risk assessments, vessel
details, billing and payment information.
¢ Retention: Retained for the duration of the contract, then for an additional 6 years.
o Storage: Data stored in Xero and Harbour Assist (cloud-based, EEA).

7. Suppliers
o Data Held: Contact details, bank details, description of goods and services
purchased.

e Retention: Retained for 6 years following the end of the current financial year.
e Storage: Data stored in Xero (cloud-based, EEA).

8. Yard Services Customers
o Data Held: Name, contact details, billing and payment information, vessel details,
CCTV.
e Retention: Retained for 1 year after your last visit.
o Storage: Data stored in Xero and Harbour Assist (cloud-based, EEA).
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Newsletters

We use third-party providers (Outlook and Harbour Assist) to deliver our newsletters and
invitations. As a recipient, you can manage which electronic communications you receive
and unsubscribe at any time.

Emailing Us

We use Transport Layer Security (TLS) to encrypt and protect email traffic. However, if your
email service does not support TLS, emails may not be protected in transit. We monitor
emails for viruses or malicious software.

Who has access to your information?

We do not sell or rent your personal data. We may disclose your data to third-party service
providers or subcontractors to complete tasks on our behalf, with the obligation to keep it
secure and not use it for marketing purposes.

Third-party processors include:
e Redsquid Ltd: IT support services
e Secureassist Security Systems Ltd: CCTV monitoring and maintenance

Transfers Outside of the European Economic Area
We may use online tools that host data outside of the EEA. We ensure these tools comply
with EU-US Privacy Shield or equivalent data protection standards.

Keeping Your Data Secure
We take steps to ensure your data is treated securely and protected within our internal
systems.

Your Rights

You have certain rights regarding the processing of your personal data, including:
The right to be informed

The right to access your data

The right to object to direct marketing

The right to object to processing based on legitimate interests

The right to erasure (in some circumstances)

The right to data portability

The right to have inaccurate data rectified

The right to restrict or block processing
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How You Can Update Your Information
If you change your contact details or want to update your information, please email us or
contact us by post or phone.

How You Can Access Your Personal Information
You have the right to request a copy of the personal data we hold about you. Please contact
us via the methods above.

Complaints
If you wish to complain about how we process your personal data, you may contact the UK
Information Commissioner’s Office.

Changes to This Privacy Notice

We keep our privacy notice under regular review. This privacy notice was last updated on
03/04/2025



