


UK GENERAL DATA PROTECTION REGULATION


In line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 name of business are required by law to inform all our clients of the methods and course of action taken by ourselves regarding any personal data which may be held in our records and/or passed on to third parties. The following outlines our procedures and how we use your personal data.

What is this data used for?
All information retained by name of business i.e. client names, addresses, email addresses etc. are stored on a business specific software database which can only be accessed by authorised persons and colleagues employed by name of business by way of a secure password. Policies and procedures are in place to protect your identity and to ensure that the information obtained by us is not misused by any other commercial third party.

What information do we hold?
When dealing with name of business (i.e. arranging a funeral, a memorial, sundry item or a pre-paid funeral plan) we will record your name, address, telephone number/s and email address/es. We will also request details in relation to the deceased person. Payment or financial details such as bank card details or bank accounts numbers are only kept in order to process transactions such as bank payments.

How do we use the information gathered?
Once the funeral, memorial, sundry or pre-paid funeral plan has been arranged your data is inputted in to our business specific software database. Confirmation letters, general notes and paperwork are generated by the software and printed. Both electronic and hard copies of our paperwork are retained for future reference only. After the funeral has taken place relevant data is kept for a reasonable period of time. If we use any third parties your name and email address may be used to identify you. Third parties are also subject to the new GDPR rules. Your details will not be passed to any third party company or organisation other than those required to carry out your requests.
List of external third parties who we may have to pass on personal data to carry out your requests: 
Care Homes				Religious Ministers		Solicitors
Nursing Homes			Celebrants			Funeral Plan Administrators
General Practitioner’s (GP’s)		Printers			Debt Collection Agencies
H M Coroner				Registrar’s Office		Caterers
Police					Charities	


Third party data protection
If we need to pass your personal data and information onto a 'Third Party' in relation to organising the funeral arrangements, masonry, sundry or pre-paid funeral plan, we are not liable, and we do not accept responsibility for their own Data Protection Policy. It is the 'Third Party's own responsibility on how they securely use and store your personal data and information. You are within your rights to liaise with the 'Third Party' to obtain their Data Protection Policy

How does GDPR affect me?
Under the regulations you now have the right to request that we show you all of the details that we may hold about you upon request. You also have the legal right to request that any information we do hold can be edited, changed and/or deleted at any time. We can only act on instructions of that person’s data by the person themselves. Should the details of a deceased person need to be edited, adjusted or erased this can only be authorised by the person acting as the informant, in the first instance, at the time of making the arrangements.

In summary
GDPR is there to protect our clients and whilst the information that we hold will be minimal, your right to confidentiality is of paramount importance to us as a business. You can be assured that any information we do hold will only be used for the purposes of a funeral, memorial, sundry arrangement and pre-paid funeral plans and that your privacy will be upheld and respected at all times. Should you wish to discuss the matter of GDPR in more detail please feel free to contact our name of person responsible within the business for GDPR queries at email address/telephone number.

Additional information
If you feel that your personal data has been compromised or you suspect a breach of data confidentiality there are people to whom you can address your concerns. In the first instance please contact our name of person responsible within the business for GDPR queries at email address/telephone number.
 
Future correspondence
From time to time we may contact you regarding a review, survey, Christmas memorial service and any other service or item related to funerals, this will either be by post or electronic mail.
By signing this form you give us consent to capture special category data and use your data for marketing purposes:

Name: ___________________________________		Signature: ___________________
Address: _____________________________________________________________________
   _____________________________________________________________________
Our reference: _____________________________		Date: ____/____/____
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