Tess Jolly — Proofreader and Copyeditor at Poems and Proofs
Data Protection Policy

I am fully compliant with data protection law (GDPR) as set down by the Data Protection Act 2018. |
will collect your name and email address at the stage of your initial enquiry, and the details of your
project. If we agree to work together, | will collect your postal address for my invoice and the files |
need to complete the work. Should we agree to a phone call to discuss the work, | will also collect your

phone number.

All data will be held securely, either on paper or electronically with password protections and anti-
virus software. It will be used to communicate with you, for compliance with HMRC requirements (for
at least 5 years after the 31 January submission deadline of the relevant tax year) and to maintain
professional records of client work. It will never be disclosed to third parties without obtaining written

permission in advance.

Because clients often work with me more than once, | do not generally delete data unless specifically
required to do so. If you would like me to do this, please inform me in writing (including email). As
long as | am complying with HMRC, | will action your request as soon as possible. You have the right

to request access to your data, in accordance with data protection law.



