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1. Introduction

Your privacy and trust are important to us and this Privacy Policy (“Policy”) provides important information about how
TM Group Limited (“Company” “we” or “us”) handles personal data.

We are the controller and are responsible for your personal data. This Policy applies to personal data which we process
in the course of doing business with you, including when you purchase a product or service from us (collectively, our
“Services”). We will also collect personal data provided by you through the Company’s website, even if you are not a
customer, for example when you sign up to our newsletter.

Please read this Policy carefully and contact us if you have any questions about our privacy practices or your personal
data choices.

[This website may include links to third-party websites, plug-ins and applications. Clicking on those links or enabling
those connections may allow third parties to collect or share data about you. We do not control these third-party
websites and are not responsible for their privacy statements. When you leave our website, we encourage you to read
the privacy notice of every website you visit.]

It is important that you check back often for updates to this Policy. If we make changes we consider to be important,
we will let you know by placing a notice on our website and/or contacting you using other methods such as email.

2. The Data We Collect About You
Personal data means any information about an individual from which that person can be identified. It does not include

data where the identity has been removed (anonymous data). We may collect, use, store and transfer different kinds
of personal data about you which we have grouped together as follows:

¢ |dentity Data includes first name, given name, last name, username or similar identifier, marital status, title,
date of birth and gender.

e Contact Data includes billing address, email address and telephone numbers.

¢ Financial Data includes bank account and payment card details.

e Transaction Data includes details about payments to and from you and other details of products and services
you have purchased from us.

e Technical Data includes internet protocol (IP) address, your login data, browser type and version, time zone
setting and location, browser plug-in types and versions, operating system and platform and other
technology on the devices you use to access this website.

¢ Profile Data includes your username and password, purchases or orders made by you, your interests,
preferences, feedback and survey responses.

¢ Usage Data includes information about how you use our website, products and services.

¢ Marketing and Communications Data includes your preferences in receiving marketing from us, including
hospitality event preferences and our third parties and your communication preferences.

When someone visits our website we use a third party service, Google Analytics, to collect standard internet log
information and details of visitor behaviour patterns (“Aggregated Data”). We do this to find out things such as the
number of visitors to the various parts of the site. Aggregated Data may be derived from your personal data but is not
considered personal data in law as this data does not directly or indirectly reveal your identity.
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For example, we may aggregate your usage data to calculate the percentage of users accessing a specific website
feature. However, if we combine or connect Aggregated Data with your personal data so that it can directly or
indirectly identify you, we treat the combined data as personal data which will be used in accordance with this privacy
notice.

We do not collect any Special Categories of Personal data about you (this includes details about your race or ethnicity,
religious or philosophical beliefs, sex life, sexual orientation, political opinions, trade union membership, information
about your health and genetic and biometric data). Nor do we collect any information about criminal convictions and
offences.

If you fail to provide personal data:

Where we need to collect personal data by law, or under the terms of a contract we have with you and you fail to
provide that data when requested, we may not be able to perform the contract we have or are trying to enter into
with you (for example, to provide you with Services). In this case, we may have to cancel a service you have with us
but we will notify you if this is the case at the time.

3. How is Your Personal Data Collected?
We use different methods to collect data from and about you including through:

e Direct interactions. You may give us your ldentity, Contact and Financial Data by filling in forms or by
corresponding with us by post, phone, email or otherwise. This includes personal data you provide when
you:

apply for our Services;

create an account on our website;

subscribe to our service or publications;

request marketing to be sent to you;

enter a competition, promotion or survey; or

o give us some feedback.

e Automated technologies or interactions. As you interact with our website, we may automatically collect
technical data about your equipment, browsing actions and patterns.

e Third parties or publicly available sources. In addition to collection of Technical Data, we may receive
personal data about you from various third parties including public records and social media as set out
below:

o Contact, Financial and Transaction Data from providers of technical, payment and delivery services.

o ldentity and Contact Data from publicly availably sources such as Companies House, Register of
Inhibitions and the Electoral Register based inside the EU.

o Identity and Contact Data from business partners who provide allied services to you such as
delivering webinars or other products of interest.

o 0O O O O
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4. How We Use Your Personal Data

We will only use your personal data when the law allows us to.
Most commonly, we will use your personal data in the following circumstances:

e Where we need to perform the contract we are about to enter into or have entered into with you.

e Where it is necessary for our legitimate interests (or those of a third party) and your interests and
fundamental rights do not override those interests.

¢ Where we need to comply with a legal or regulatory obligation.

Please note that we may process your personal data without your knowledge or consent, in compliance with data
protection rules, where this is required or permitted by law. We do not undertake any automated decision-making or
profiling.

Further details on the circumstances in which we share personal data are set out below.

Customers

We will collect and store personal data including contact details of our customers and those employees of the
customer who are involved in instructing us so that we can provide our Services in accordance with our contract with
you.

We may also collect and store personal data about employees of the customer for whom we are providing Services.
This information may include names, contact details and/or job role. We are processing this information on behalf of
our customer in order to provide them with the Services.

Unless you request us not to do so, we may also contact those employees of the customer who are involved in
instructing us on an individual basis about similar services which we offer, this contact may be made by telephone,
email or post. We will only do this if it is necessary for our legitimate interests.

Suppliers

We will collect and store personal data including contact details of our suppliers and those employees of the supplier
who are involved in the delivery of the Services to our customers so that we can receive your goods or services in
accordance with our contract with you.

We may also contact you about new business opportunities for us to work together with you and to keep you informed
of our activities. We will only do this if it is necessary for our legitimate interests and your interests do not override
our interests.

Third Parties

We will collect and store personal data including contact details of third parties with whom we are in contact during
the delivery of Services to our customers or discussions relating to prospective customers. We process that information
because it is in our legitimate interests to do so in order for us to be able to perform our contracts for our customers
or pitch for work from prospective customers. We believe that you would reasonably expect us to process your
personal data in this way and that your interests do not override our interests.
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We may also contact you about new business opportunities for us to work together with you and to keep you informed
of our activities. We will only do this if it is necessary for our legitimate interests and your interests do not override
our interests.

Prospective Customers or Prospective Suppliers

We will collect and store personal data including contact details of people who we might do business with as a supplier
or a customer. We may collect this information from you when you contact us (including through this website). We
will only collect contact information from your website or another third party website if we have identified you
specifically as someone who may be interested in receiving services from us or delivering goods or services to us.

For personal data which is collected on prospective customers or prospective suppliers, we may contact you about
new business opportunities for us to work together with you and to keep you informed of our activities. We will only
do this if it is necessary for our legitimate interests and your interests do not override our interests.

Summary
We have set out below, in a table format, a description of all the ways we plan to use your personal data, and which
of the lawful bases we rely on to do so. We have also identified what our legitimate interests are where appropriate.

Note that we may process your personal data for more than one lawful basis depending on the specific purpose for
which we are using your data. Please contact us if you need details about the specific lawful basis we are relying on to
process your personal data where more than one basis has been set out in the table below.

Purpose/Activity Type of Data Lawful Basis for Processing
Including Basis of Legitimate
Interest
To register you as a new customer (a) Identity Performance of a contract with you
(b) Contact
To process and deliver your order | (a) Identity (a) Performance of a contract with
including: you
(b) Contact
(a) Manage payments, fees and (b) Necessary for our legitimate
charges (c) Financial interests (to recover debts due to us)
(b) Collect and recover money (d) Transaction
owed to us
To manage our relationship with you | (a) Identity (a) Performance of a contract with
which will include: you
(b) Contact
(a) Notifying you about changes to (b) Necessary to comply with a legal
our terms or privacy policy (c) Profile obligation
(b) Asking you to leave a review or | (d) Marketing and Communications | (c) Necessary for our legitimate
take a survey interests (to develop our
products/services, grow and market
(c) Invitation to a hospitality event our business)
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To enable you to partake in a prize
draw, competition or complete a
survey

(a) Identity
(b) Contact
(c) Profile
(d) Usage

(e) Marketing and Communications

Necessary for our legitimate
interests (to develop our
products/services, grow and market
our business)

To administer and protect our
business systems

(including troubleshooting, data
analysis, testing, system
maintenance, support, reporting and
hosting of data)

(a) Identity
(b) Contact

(c) Technical

Necessary for our legitimate
interests (to protect our systems
from unauthorised access and other
security issues)

To deliver relevant website content
and advertisements to you and
measure or understand the
effectiveness of the advertising we
serve to you

(a) Identity

(b) Contact

(c) Profile

(d) Usage

(e) Marketing and Communications

(f) Technical

Necessary for our legitimate
interests (to develop our
products/services, grow and market
our business)

goods or services that may be of
interest to you

(b) Contact
(c) Technical
(d) Usage
(e) Profile

(e) Marketing and Communications

To use data analytics to improve our | (a) Technical Necessary for our legitimate
website, products/services, interests (to develop our
marketing, customer relationships | (b) Usage products/services, grow and market
and experiences our business)

To make suggestions and | (a) Identity Necessary for our legitimate
recommendations to you about interests (to develop our

products/services, grow and market
our business)

Opting out

You can ask us to stop sending you marketing messages at any time.

Where you opt out of receiving these marketing messages, this will not apply to personal data provided to us as a
result of a Service purchase or other transaction.
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Cookies

The Company and our third party providers set and use cookies and similar technologies to store and manage user
preferences, deliver targeted advertising, enable content, and gather analytic and usage data. You can set your
browser to refuse all or some browser cookies, or to alert you when websites set or access cookies. If you disable or
refuse cookies, please note that some parts of this website may become inaccessible or not function properly. For
further information, please see our Cookie Policy.

5. Disclosures of Your Personal Data
The Company shares or discloses personal data when necessary to provide Services or conduct our business operations

as described below. When we share personal data, we do so in accordance with data privacy and security
requirements. We do not sell any personal data to third parties.

Below are the parties with whom we may share personal data and why:

e Our business partners: We occasionally partner with other organisations based in the United Kingdom to
deliver the Services, provide content, or to host events, conferences, and seminars. As part of these
arrangements, you may be a customer of both the Company and our partners, and we and our partners may
collect and share information about you.

e OQOur third-party service providers: We partner with and are supported by service providers within the United
Kingdom. Personal data will be made available to these parties only when necessary to fulfil the goods or
services they provide to us, including (without limitation) software, system, and platform support; direct
marketing services; cloud hosting services; advertising; data analytics; and order fulfiiment and delivery. Our
third-party service providers are not permitted to share or use personal data we make available to them for
any other purpose than to provide services to us.

e We require our business partners and third party service providers to respect the security of your personal
data and to treat it in accordance with the law. We do not allow our third-party service providers to use your
personal data for their own purposes and only permit them to process your personal data for specified
purposes and in accordance with our instructions.

e Third parties for legal reasons: Third parties to whom we may choose to sell, transfer, or merge parts of our
business or our assets. Alternatively, we may seek to acquire other businesses or merge with them. If a
change happens to our business, then the new owners may use your personal data in the same way as set
out in this privacy notice.

6. International Transfers

Whenever we transfer your personal data outside of the UK, we ensure a similar degree of protection is afforded to it
by ensuring at least one of the following safeguards is implemented:

e  We will only transfer your personal data to countries that have been deemed to provide an adequate level of
protection for personal data. The UK has adequacy regulations that include:
o The European Economic Area (EEA) countries
o EU or EEA institutions, bodies, offices or agencies
o Gibraltar
o The Republic of Korea
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o Countries, territories and sectors covered by the European Commission’s adequacy decisions (in
force at 31% December 2020).
o These include a full finding of adequacy about the following countries and territories:
= Andorra, Argentina, Faroe Islands, Guernsey, Isle of Man, Israel, Jersey, New Zealand,
Switzerland and Uruguay.
o Partial findings of adequacy about:

= Canada
= Japan
=  The USA
e Appropriate safeguards in accordance with Article 46 of the GDPR (UK DPA 2018 Section 75) and transfer risk
assessments.

Please contact us (see the contact details at the end of this privacy notice) if you want further information on the
specific mechanism used by us when transferring your personal data outside of the UK, and see the information here:

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/international-transfers/international-transfers-
a-guide

7. Data Security

We take appropriate steps to ensure that personal data is processed, secured, and transferred according to applicable
law.

We have put in place appropriate security measures to prevent your personal data from being accidentally lost, used
or accessed in an unauthorised way, altered or disclosed. Our information security policies and procedures are closely
aligned with widely accepted international standards and are reviewed regularly and updated as necessary to meet
our business needs, changes in technology, and regulatory requirements. In addition, we limit access to your personal
data to those employees, agents, contractors and other third parties who have a business need to know. They will only
process your personal data on our instructions and they are subject to a duty of confidentiality.

We have put in place procedures to deal with any suspected personal data breach and will notify you and any
applicable regulator of a breach where we are legally required to do so.

8. Data Retention

We retain personal data for as long as we reasonably require it for legal or business purposes. In determining data
retention periods, the Company takes into consideration local laws, contractual obligations, and the expectations and
requirements of our customers and suppliers.

When we no longer need personal data or when you request us to delete your information, where this is legal, we will
securely delete or destroy it. The length of time that we keep customer and supplier files will depend on the nature of
the goods and services provided or received.

We will only retain your personal data for as long as necessary to fulfil the purposes we collected it for, including for
the purposes of satisfying any legal, accounting, or reporting requirements. Details of retention periods for different
aspects of your personal data are available upon request by contacting us via the methods stated at the end of this
privacy notice.
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9. Your Legal Rights

We respect your right to access and control your information, and we will respond to requests for information and,
where applicable, will correct, amend, or delete your personal data.

e Access to personal data: If you request access to your personal data, we will gladly comply, subject to any
relevant legal requirements and exemptions, including identity verification procedures. Before providing
data to you, we will ask for proof of identity and sufficient information about your interaction with us so that
we can locate any relevant data. We will respond to your request without undue delay and in any event
within one month. In some cases, we may be permitted to extend that time limit for a further two months,
taking into account the complexity and number of requests received from you.

e Correction and deletion: You have the right to correct or amend your personal data if it is inaccurate or
requires updating. You may also have the right to request deletion or transfer of your personal data;
however, this is not always possible due to legal requirements and other obligations and factors. Remember
that you can contact us about our use of your personal data via the methods stated at the end of this privacy
notice..

e Object to processing of your personal data: where we are relying on a legitimate interest (or those of a third
party) and there is something about your particular situation which makes you want to object to processing
on this ground as you feel it impacts on your fundamental rights and freedoms. You also have the right to
object where we are processing your personal data for direct marketing purposes. In some cases, we may
demonstrate that we have compelling legitimate grounds to process your information which override your
rights and freedoms.

e Request restriction of processing of your personal data. This enables you to ask us to suspend the processing
of your personal data in the following scenarios: (a) if you want us to establish the data's accuracy; (b) where
our use of the data is unlawful but you do not want us to erase it; (c) where you need us to hold the data
even if we no longer require it as you need it to establish, exercise or defend legal claims; or (d) you have
objected to our use of your data but we need to verify whether we have overriding legitimate grounds to use
it.

e Withdrawal of consent: If we are processing your personal data on the basis that you have given your
consent to us processing that personal data, you have a right to withdraw your consent at any time via the
methods stated at the end of this privacy notice.

e Request the transfer of your personal data to you or to a third party. We will provide to you, or a third party
you have chosen, your personal data in a structured, commonly used, machine-readable format. Note that
this right only applies to automated information which you initially provided consent for us to use or where
we used the information to perform a contract with you.

¢ Filing a complaint: If you are not satisfied with how the Company manages your personal data, you have the
right to make a complaint to the Information Commissioner’s Office (https://ico.org.uk), although we would
appreciate the opportunity to address any concerns directly by contacting us first using the details below.

10. Children’s Privacy

Our services are not directed at children under 13. If you learn that a child under 13 has provided us with personal
data without consent, please contact us.
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11. How to Contact Us

Please contact us with any requests related to your personal data. We understand that you may have questions or
concerns about this Policy or our privacy practices. Please feel free to contact us in one of the following ways:

Email: GDPR@tmgroup.co.uk
Address: 1200 Delta Business Park
Swindon
SN5 7XZ
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12. Revision History

Revision History

Date Version Author [\ o] {=1
25/5/18 1.0 Data privacy team Initial GDPR/UK DPA 2018-
compliant notice
25/3/21 1.1 Data privacy team Minor updates
19/3/24 1.2 Data privacy team Clarified wording
throughout
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