We understand that privacy and the security of your personal information is
extremely important. This policy sets out what we do with your information
and what we do to keep it secure. It also explains where and how we collect
your personal information, as well as your rights over any personal information
we hold about you.

This policy applies to you if you use our products or services over the phone,
online, or otherwise by using any of our websites or interacting with us on
social media (our “Services”). This policy gives effect to our commitment to
protect your personal information.

Who are we?
Jim Barlow Stationers Ltd. - Business Services Provider
What sorts of information do we hold?

We collect information about you when you register with us or place an order
for products or services. We also collect information when you voluntarily
complete customer surveys, provide feedback and participate in competitions.
Website usage information is collected using cookies.

e Information that you provide to us such as your name, address,
telephone number, email address, bank account and payment card details
and any feedback you give to us, including by phone, email, post, or when
you communicate with us via social media;

e Information about the Services that we provide to you (including for
example, the things we have provided to you, when and where, what you
paid, the way you use our products and Services, and so on);

e Your account login details, including your user name and chosen
password;

e Information about any device you have used to access our Services (such
as your device’s make and model, browser or IP address) and how you
use our Services;

e Your contact details and details of the emails and other electronic
communications you receive from us, including whether that
communication has been opened and if you have clicked on any links
within that communication.

How do we use your information?

We use information held about you in the following ways:

e To set up and administer your account. To make available our services to
you, process your orders for our products or services and ensure goods
and services are delivered to the address specified. To take payment
from you or give you a refund;

e To provide you with information, products or services that you request
from us or which we feel may interest you, where you have consented to
be contacted for such purposes.

e To help answer your questions and solve any issues you have;



e To carry out our obligations arising from any contracts entered into
between you and us.

e To allow you to participate in interactive features of our service, when
you choose to do so. To notify you about changes to our service.

e To communicate any products or services provided by Cowans Group,
which may be of interest to you.

e To help us understand more about you as a customer, the products and
services you consume, and the way you consume them, so we can serve
you better;

e To help us ensure that our customers are genuine and to prevent fraud;

Who might we share your information with?
Our service providers

We may pass your personal data to carefully selected partners (third parties)
for the purpose of processing your enquiry or order. We work with partners,
suppliers, and agencies so they can process your personal information on our
behalf but only where they meet our standards on the processing of data and
security. We only share information that allows them to provide their services
to us or to facilitate them providing their services to you.

Other organisations and individuals:

We may transfer your personal information to other organisations in certain
scenarios.

For example:

e Ifrequired to by law, under any code of practice by which we are bound
or we are asked to do so by a public or regulatory authority such as the
Police or the Department for Work and Pensions;

e Ifwe need to do so in order to exercise or protect our legal rights, users,
systems and Services.

e Inresponse to requests from individuals (or their representatives)
seeking to protect their legal rights or the rights of others.

Keeping you informed about our products and services

We would like to tell you about the great offers, ideas, products and services
from time to time that we think you might be interested in. Where you have
consented to us doing so, we may do this through the post, by email, text
message, online, using social media, push notifications via apps, or by any other
electronic means.

We won’t send you marketing messages if you tell us not to, but we will still
need to send you occasional service-related messages. If you wish to amend
your marketing preferences, you can do so either selecting the ‘update
preferences’ link on your emails or by calling our Customer Care Team on 0161
799 9558.



Your rights
Access and correction of your personal information

You have the right to access the personal information that we hold about you in
many circumstances. This is sometimes called a ‘Subject Access Request’. If you
agree that we are obliged to provide personal information to you (or someone
else on your behalf), we will provide it to you or them free of charge.

Before providing personal information to you or another person on your behalf,
we may ask for proof of identity and sufficient information about your
interactions with us that we can locate your personal information.

If any of the personal information we hold about you is inaccurate or out of
date, you may ask us to correct it.

Right to stop or limit our processing of your data

You have the right to object to us processing your personal information if we
are not entitled to use it any more, to have your information deleted if we are
keeping it too long or have its processing restricted in certain circumstances.

If you would like to exercise this right, please contact us as set out below.
How long will we keep your information for?

We will retain a record of your personal information. This is done in order to
provide you with a high quality and consistent service across our group. We
will always retain your personal information in accordance with law and
regulation and never retain your information for longer than is necessary.

Sharing your thoughts

When using our website, you may be able to share information through social
networks like Facebook and Twitter. For example, when you ‘like’, ‘share’ or
review our Services. When doing this your personal information may be visible
to the providers of those social networks, their other users. Please remember it
is your responsibility to set appropriate privacy settings on your social
network accounts so you are comfortable with how your information is used
and shared on them.

Security

We take security measures to protect your information including:

e limiting access to our buildings to those that we believe are entitled to be
there (by door entry system);

e implementing access controls to our information technology, such as
firewalls, ID verification and logical segmentation and/ or physical
separation of our systems and information;

Contact us

If you would like to exercise one of your rights as set out above, or you have a
question or a complaint about this policy, or the way your personal information
is processed, please contact us by one of the following means:



By email: sales@jimbarlows.co.uk By post: Park House, 8 Park Road, Walkden,
Manchester M28 7DA. You also have the right to lodge a complaint with the UK
regulator, the Information Commissioner. Go to ico.org.uk/concerns to find out
more.

Policy change
This privacy policy was most recently updated in May 2024.



