THE OFFICE OF PROBLEM SOLVING LTD PRIVACY POLICY

Background

The Office of Problem Solving Ltd ® understands that your privacy matters and that you
want to know how your personal data is used. We respect and value the privacy of everyone
whose personal data we process, whether that data is collected through our website,
www.officeofproblemsolving.co.uk (“Our Site”), secure Third-Party Platforms we use to
deliver assessments or digital products, trusted Payment Processors, or from publicly
available professional sources.

We only collect and use personal data in ways that are described in this Privacy Policy, that
are necessary for our work and are in line with our legal obligations and your rights under
applicable data protection law.

Please read this Privacy Policy carefully and ensure that you understand it. By using Our Site
or engaging with us in a business context, you are deemed to accept the terms of this
Privacy Policy.

1. Definitions And Interpretation

1.1 In this Policy, unless the context otherwise requires, the following expressions have
the following meanings:

“Cookie” a small text file placed on your computer or device when you visit
Our Site. Cookies support site functionality, security, performance,
and user experience. Details of the Cookies used by Our Site host
(Wix) are set out in Part 14 of this Policy;

“Cookie Law” the relevant parts of the Privacy and Electronic Communications (EC
Directive) Regulations 2003 (as amended) and any successor
legislation.

“Third-Party secure external services that we use to support assessments, quizzes,

Platforms” payments, communications, or the delivery of digital products,
including but not limited to ScoreApp, Stripe, PayPal, and Google
services.

“Payment a secure third-party service we use to process payments for digital

Processor” products or services, such as Stripe or PayPal.
“Data Controller”  the organisation that determines how and why your personal data is

collected and used. For the purposes of this Privacy Policy, the Data
Controller is The Office of Problem Solving Ltd.

“Data Processor” an organisation that processes personal data on behalf of the Data
Controller, following the Data Controller’s instructions. This includes
certain Third-Party Platforms and service providers that support
assessments, payments, communications, or the delivery of digital
products.
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“Data Protection all applicable data protection and privacy laws in the United
Legislation” Kingdom, including the UK General Data Protection Regulation ("UK
GDPR") and the Data Protection Act 2018, as amended from time to

time.

2. Information About Us
Business name: The Office of Problem Solving Ltd.
Company registration number: 13789589. We are registered in England.
Registered office address: 58 Prescott Lane, Orrell, Wigan WN5 OHS.
Main trading and postal address: 58 Prescott Lane, Orrell, Wigan WNS5 0HS.

Data Controller: The Office of Problem Solving Ltd is the Data Controller for the purposes
of Data Protection Legislation.

VAT status: We are not VAT registered.

Email address: hello@officeofproblemsolving.co.uk
Telephone number: 01942 387 057.

ICO registration number: ZB287606.

Website ownership: Our Site is owned and operated by The Office of Problem Solving
Ltd.

3. What Does This Policy Cover?

This Privacy Policy applies to your use of Our Site and to any personal data we collect or
process as part of our business activities. This includes data collected through secure
Third-Party Platforms that we use to deliver assessments, quizzes, payment services, or
digital products.

Our Site may contain links to other websites. We have no control over how those websites
collect, store, or use your personal data, and we recommend that you review the privacy
policies of any third-party sites before providing them with your personal information.

In addition to data collected through your use of Our Site, this Privacy Policy also explains
how we may collect and process personal data submitted through online assessments or
checkout processes, and how we may collect publicly available professional information
from business-focused or professional social media platforms for business-to-business
outreach about our services.

4. What Is Personal Data?

Personal data is defined by the UK GDPR and the Data Protection Act 2018 (together, “the
Data Protection Legislation”) as ‘any information relating to an identifiable individual who
can be identified directly or indirectly’.
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In simpler terms, personal data is any information that can be used to identify you. This
includes obvious details such as your name and contact information, as well as less
obvious details such as identification numbers, online identifiers, and electronic location
data.

5. What Are My Rights?

Under the Data Protection Legislation, you have the following rights, which we will always
work to uphold:

a) The right to be informed about our collection and use of your personal data. This
Privacy Policy explains this.

b) The right of access to the personal data we hold about you. See Part 13 for details.

c) The right to rectification if any personal data we hold about you is inaccurate or
incomplete.

d) The right to be forgotten, meaning you can ask us to delete or remove any personal
data we hold about you.

e) The right to restrict processing of your personal data.
f) The right to object to our use of your personal data for specific purposes.

g) The right to withdraw consent at any time if we are relying on your consent to process
data.

h) The right to data portability, allowing you to obtain and re-use your personal data
across different services where applicable.

i) Rights relating to automated decision-making and profiling. We do not use your
personal data in this way.

For more information about our use of your personal data or to exercise any of your
rights as outlined above, please contact us using the details provided in Part 15.

It is important that your personal data is kept accurate and up to date. If any of the
personal data we hold about you changes, please let us know so we can update our
records.

You can find further information about your rights from the Information
Commissioner’s Office (ICO) or your local Citizens Advice Bureau.

If you have any concerns about how we use your personal data, you have the right to
lodge a complaint with the Information Commissioner's Office, however we would
welcome the opportunity to resolve your concerns with you first, so please contact us
using the details in Part 15.

6. What Data Do You Collect And How?

Depending on your use of Our Site and other interactions with us, we may collect and
process some or all of the personal data set out in the table below, using the methods
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described in that table. Please also see Part 14 for information about our use of Cookies.

We do not collect any ‘special category’ or ‘sensitive’ personal data relating to children or
data relating to criminal convictions or offences.

Data Collected

How We Collect The Data

Contact information including: name, title,
email address, contact address, telephone,
and mobile phone numbers.

Provided directly by you when you contact
us via Our Site contact form, email, phone,
post, or text message, during assessments
or conversations about your business, or
when you submit information through
secure Third-Party Platforms wused for
assessments, checkout processes, or digital
product delivery

Business information including company
name, role or job title, and any business-
related details you choose to share with us
about your operations, processes, systems,
or associated contacts.

Provided directly by you when you contact
us via Our Site contact form, email, phone,
post, or text message, during assessments
or conversations about your business, or
when you submit information through
secure Third-Party Platforms used for
assessments, checkout processes, or digital
product delivery.

Payment information you provide to us
directly, such as bank account details for
invoicing, payments, or refunds. Card
payment details are processed securely by
our payment providers and are not accessed
or stored by us.

Provided directly by you when paying for
services by invoice or when you supply
bank details for payments or refunds. Card
payments for digital products are handled
through secure Third-Party Platforms, and
we do not access or store your card
information.

Purchase history relating to services or
digital products you buy from us.

Generated  automatically ~ when  you
purchase services or digital products, either
through secure Third-Party Platforms or
through our invoicing and payment
providers.

Assessment and purchase data including
your name, email address, assessment or
quiz responses, and information needed to
provide access to digital products.

Generated when you complete an online
assessment or quiz, or when you purchase a
digital product through secure Third-Party
Platforms  that support assessments,
checkouts, or digital content delivery. We do
not access or store your card payment
details.

Outreach And Publicly Available Business Data

From time to time, we may collect publicly available professional information (such as
name, job title, company name, and publicly listed social media profile URLs) from
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business-focused or professional social media platforms. We use this information solely
to contact individuals in a professional capacity about relevant services or opportunities
offered by The Office of Problem Solving Ltd.

We carry out this activity under our legitimate interests in promoting and developing our
services to relevant professionals and businesses. We have conducted a Legitimate
Interests Assessment to ensure that our interest does not override the rights and
freedoms of the individuals we contact, and we limit outreach to publicly available
professional information only. Any outreach data is stored securely within our business-
managed Google Workspace environment, with access restricted to authorised
personnel only and protected by multi-factor authentication. We periodically review and
delete outreach data in line with the retention periods set out in this Privacy Policy.

You may request that we do not contact you further, or that we delete this information at
any time by contacting us using the details in Part 15.

We may also use secure Third-Party Platforms to support assessments, payments, or the
delivery of digital products. These platforms may change over time but will always meet
our data protection and security requirements.

7. How Do You Use My Personal Data?

Under the Data Protection Legislation, we must always have a lawful basis for using
personal data. The following table explains the purposes for which we use your personal

data and the lawful basis that applies:

What We Do

What Data We Use

Our Lawful Basis

Administering our business.

Your name, contact
details, business name,
role, and any business-
related information you
share with us about your
operations or activities.

We retain only the
information necessary
to meet legal and
accounting obligations
and to support the
administration of our
services or digital
products.

products to you.

Supplying our services or digital

Your name, contact
details, business name,
role, and any business-
related information you
share with us to allow us
to deliver services or
digital products.

We retain only the
information necessary
to provide the services
or digital products you
have requested or
purchased, including
access delivered
through secure Third-
Party Platforms, and to
meet our legal and
accounting obligations.

digital products (such as

Providing assessments, generating
results summaries, and delivering

Name, email address,
assessment or quiz
responses, and

Contract: to provide the
assessment results and
digital products you
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downloadable or online resources).

information needed to
provide access to digital
products.

have requested or
purchased, and
legitimate interests: for
the operation of secure
Third-Party Platforms
used to deliver these
services.

Personalising and tailoring our
services and relevant digital products
for you.

Your name, contact
details, business
information you share
with us, and, where
relevant, assessment or
quiz responses that help
us understand your
needs and tailor our
services or
recommendations.

We retain only the
information necessary
to provide the services
or digital products you
have requested or
purchased, including
generating
personalised
assessment results or
recommendations
where applicable.

Communicating with you.

Your name, contact
details, business name,
and any information you
provide to us that helps
us respond to your
enquiries or
communicate about
services or digital
products.

We retain only the
information necessary
to maintain legally
compliant business
records and to
communicate with you
about the services or
digital products you
have requested or
purchased.
Communication may
take place through
email, telephone, or
secure Third-Party
Platforms used for
assessments, checkout
processes, or digital
product delivery.

Supplying you with information you
have opted in to receive.

Your name, contact
details, and any relevant
business information
you provide to help us
send updates or
information you've
requested.

Consent: for sending
information you have
opted in to receive, and
legitimate interests: for
responding to
communication initiated
by you and for B2B
communication where
appropriate. We retain
only the information
necessary to manage
your communication
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preferences and
maintain legally
compliant business
records.

We may use secure Third-Party Platforms to support assessments, payments,
communications, or the delivery of digital products. These platforms may change over
time but will always be subject to appropriate data protection safeguards.

Where we rely on legitimate interests as a lawful basis for processing personal data, we
have carried out a Legitimate Interests Assessment to confirm that our interests are not
overridden by the rights and freedoms of the individuals whose data we process. Our
legitimate interests include operating, managing, and developing our services;
communicating with individuals who have expressed an interest in our services; and
contacting professionals whose publicly available business information indicates that our
services may be relevant to their role.

With your permission and were permitted by law, we may use your personal data for
marketing purposes. This may include contacting you by email, telephone, mobile phone,
text message, or post with information about our services or digital products. You will not
receive unlawful marketing or spam, and you can opt out at any time.

Separately, we may contact individuals on a one-to-one basis using publicly available
professional contact information from social media or other business-focused platforms
where we believe our services may be relevant to their business needs. This outreach is
carried out under our legitimate interests in promoting our services to professionals and
businesses, and individuals can opt out of further contact at any time.

We will only use your personal data for the purpose for which it was originally collected
unless we reasonably believe that another purpose is compatible with that original
purpose. If you would like an explanation of how a new purpose is compatible with the
original one, please contact us using the details in Part 15.

If we need to use your personal data for a purpose that is unrelated to, or incompatible
with, the original purpose, we will inform you and explain the legal basis that allows us to
do so.

In some circumstances, where permitted or required by law, we may process your
personal data without your knowledge or consent. This will only occur within the limits of
the Data Protection Legislation and your legal rights.

8. How Long Will You Keep My Personal Data?
We only keep personal data for as long as necessary for the purposes for which it was

collected. The table below sets out the retention periods we apply, or the factors we use
to determine how long data is kept when a fixed period does not apply:
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Type Of Data

How Long We Keep It

Identity Information including name and
title.

We keep this information for as long as
necessary to provide our services or digital
products and to meet legal and accounting
requirements. In most cases, this means
retaining it for six years to comply with
HMRC obligations, after which it is securely
deleted unless a longer retention period is
required by law

Contact  information including  email
address, contact address, telephone, and
mobile phone numbers.

We keep this information for as long as
necessary to provide our services or digital
products and to meet legal and accounting
requirements. In most cases, this means
retaining it for six years to comply with
HMRC obligations, after which it is securely
deleted unless a longer retention period is
required by law

Business  information including  your
company name, role, and any business-
related details you share with us about your
operations, processes, systems, or activities.

We keep this information for as long as
necessary to provide our services or digital
products and to meet legal and accounting
requirements. In most cases, this means
retaining it for six years to comply with
HMRC obligations, after which it is securely
deleted unless a longer retention period is
required by law.

Payment information you provide directly to
us for invoicing, payments, or refunds (such
as bank account details and billing address).
Card payment details for digital products
are processed securely by our Payment
Processor and are not accessed or stored by
us.

We keep this information for as long as
necessary to provide our services or digital
products and to meet legal and accounting
requirements. In most cases, this means
retaining it for six years to comply with
HMRC obligations, after which it is securely
deleted unless a longer retention period is
required by law.

Purchase history relating to services or
digital products you buy from us.

We keep this information for as long as
necessary to provide our services or digital
products and to meet legal and accounting
requirements. In most cases, this means
retaining it for six years to comply with
HMRC obligations, after which it is securely
deleted unless a longer retention period is
required by law.

Assessment and purchase data, including
your name, email address, assessment or
quiz responses, and information needed to
provide access to digital products.

Assessment or quiz responses are retained
only for as long as needed to generate your
results and support any follow-up queries. If
you complete an assessment as part of a
paid service or digital product, only the
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information necessary for legal and
accounting purposes is retained, and any
additional assessment responses are
deleted when no longer required. We do
not keep assessment data longer than
necessary and will delete it earlier upon
request. Purchase-related data is retained
for as long as necessary to provide services
or digital products and to meet legal and
accounting requirements, which typically
means six years to comply with HMRC
obligations.

Publicly available professional contact | Reviewed periodically and retained only as
information used for business-to-business | long as necessary for outreach purposes. It
outreach. is deleted upon request or when no longer
required.

Where personal data is processed through secure Third-Party Platforms for assessments,
payments, or digital product delivery, we will apply the same retention principles. These
platforms process data on our behalf in accordance with their role as Data Processors and
in line with data processing agreements and applicable data protection safeguards.

. How And Where Do You Store Or Transfer My Personal Data?

We store personal data within the UK where possible. However, some of the secure Third-
Party Platforms we use (such as website hosting, assessments, communications, or
payment services) may store or process personal data in countries outside the UK.

Where personal data is transferred internationally, we take steps to satisfy ourselves that
appropriate safeguards are in place, for example, by relying on the UK Addendum to the
EU Standard Contractual Clauses or other legally recognised transfer mechanisms, so that
your data receives a level of protection consistent with UK data protection law.

These platforms act as Data Processors on our behalf, follow our instructions, and are
required to have appropriate technical and organisational safeguards in place.

The security of your personal data is essential to us. To protect it, we take a number of
important measures, including:

e |imiting access to your personal data to employees, agents, contractors, or other third
parties with a legitimate need to know, all of whom are subject to duties of
confidentiality;

e maintaining procedures for dealing with data breaches (including accidental or
unlawful destruction, loss, alteration, unauthorised disclosure, or access), and notifying
you and / or the Information Commissioner’s Office where legally required;

e using password protected and two-step verification protected hardware (such as
laptops, computers, hard drives, and tablets), and secure cloud or on-premises
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software systems (such as accounting or workflow tools), accessible only to authorised
senior personnel;

e keeping hard copy documents to a minimum; where they exist, they are stored in
locked office equipment within secure premises, accessible only to authorised
personnel.

All Third-Party Platforms we use to process personal data are subject to appropriate data
processing agreements and are used in accordance with this Privacy Policy.

10. Do You Share My Personal Data?

We do not share your personal data with third parties for their own purposes. However,
we may share data in the following limited circumstances:

e Secure Third-Party Platforms: We use trusted third-party service providers to support
assessments, payments, communications, outreach activities, and the delivery of digital
products. These providers act solely as Data Processors on our behalf, follow our
instructions, and are bound by data processing agreements to ensure your data is
handled securely and in compliance with data protection law.

e Business transfers: If we sell, transfer, or merge parts of our business or assets, your
personal data may be transferred to a new owner. Any new owner will be permitted to
use your data only in accordance with this Privacy Policy.

e legal obligations: We may disclose personal data if required to do so by law, court
order, the instructions of a government authority, or in connection with legal
proceedings.

If we share your personal data in any of the circumstances described above, we take steps
to ensure itis handled safely, securely, and in line with your rights and with our obligations
under the Data Protection Legislation.

If any personal data is transferred outside of the UK, we will take suitable steps that is
protected by appropriate safeguards so that it is treated with the same level of security as
it would be within the UK, as explained in Part 9.

11. How Can | Control My Personal Data?

11.1 In addition to your rights under the Data Protection Legislation, set out in Part 5,
you may be given options to restrict how we use your personal data. In particular,
we provide controls for opting out of direct marketing, including using the
unsubscribe links or options provided in our emails, and any opt-out choices
available when you provide your details.

11.2 You may also choose to register with one or more of the UK's preference services:
The Telephone Preference Service (TPS), the Corporate Telephone Preference
Service (CTPS), or the Mailing Preference Service (MPS). These services can help
reduce unsolicited marketing. However, please note that these services will not
prevent you from receiving marketing communications that you have consented
to receive.
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12. Can | Withhold Information?

Yes. You can access and use all areas of Our Site without providing any personal data.
The enquiry form on Our Site is entirely optional, and you only need to provide
information if you choose to submit an enquiry.

Assessments, quizzes, and any associated paid digital downloads are delivered through
secure Third-Party Platforms. These platforms may ask for the information required to
provide those services, but no personal data is required to browse or use Our Site itself.

You can also choose to restrict our use of Cookies. For more details, see Part 14.
13. How Can | Access My Personal Data?

You can ask us for details of the personal data we hold about you and for a copy of that
data. This is known as a “subject access request”.

All subject access requests should be made in writing and sent to the email or postal
addresses shown in Part 15. To make the process easier, we can provide you with a Subject
Access Request Form on request. You do not have to use this form, but it helps ensure we
have all the information we need to respond promptly.

There is normally no charge for a subject access request. However, if a request is
considered ‘'manifestly unfounded or excessive’ (for example repeated requests), we may
charge a reasonable fee to cover administrative costs.

We aim to respond to subject access requests within 14 calendar days of receipt and no
later than one month. If your request is complex or we receive multiple requests from you,
we may need more time (up to a maximum of three months). If this happens, we will keep
you informed of our progress.

14. How Do You Use Cookies?

Our website is hosted on Wix, which uses Cookies to keep the site secure, functioning
properly, and to help us understand how visitors use it. Cookies are small text files
placed on your device that store information about your interactions with the site.

We use Cookies to:

e ensure Our Site works as expected,;

e support security and fraud prevention;

e remember your preferences;

e improve site performance and user experience;

e enable features such as forms or digital product access (where applicable).

Because our website is built on Wix, some Cookies are set directly by Wix to support
functionality, security, and performance. Analytics and marketing Cookies are only used
with your explicit consent and are not placed unless you choose to accept them through
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our cookie banner. Essential Cookies, required for security and core site functionality,
are placed automatically. All Cookies used on Our Site comply with applicable Cookie
and privacy laws.

A current list of Cookies used by Wix-hosted websites is maintained here:
https://support.wix.com/en/article/cookies-and-your-wix-site

This page is maintained by Wix and reflects the Cookies that may be placed when you
visit Our Site.

You can also manage or disable cookies through your internet browser settings. Most
browsers allow you to block all cookies or only third-party cookies. By default, most

browsers accept cookies, but this can be changed. Instructions can be found in these links:

e Cookie settings in Firefox

e Cookie settings in Google Chrome

o Cookie settings in Safari (Mac)

e Cookie settings in Safari (iPhone)

e Cookie settings in Microsoft Edge

You can delete cookies at any time, but this may remove stored preferences, for example,
your cookie consent choice, and may cause the cookie banner to reappear.

For general guidance on cookies, you may find the following useful:

e Google Analytics opt-out

e All About Cookies

15. How Do | Contact You?

If you have any questions about your personal data or data protection, including making
a subject access request, please contact us using the details below (for the attention of
the Director):

Email: hello@officeofproblemsolving.co.uk

Telephone: 01942 387 057.

Address: The Office of Problem Solving Ltd, 58 Prescott Lane, Orrell, Wigan WNS5 0HS.
16. Changes To This Privacy Policy

We may update this Privacy Notice from time to time, for example, if the law changes, or
if we make changes to our business that affects how we process personal data.

Any updates will be posted on Our Site, and you will be deemed to have accepted the
revised terms on your first use of Our Site after the changes have been made. We
recommend you check this page periodically to stay up to date.
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