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PRIVACY NOTICE 

1. WHO WE ARE 

This Privacy Notice explains how Keeley Smith Virtual Services Limited ("we", 
"us" or "our") collects, uses, stores and protects personal data. Please read it 
carefully alongside any other privacy information we provide when collecting or 
processing your personal data. 

We are committed to handling personal data fairly, lawfully and transparently in 
accordance with applicable UK data protection legislation, including the UK 
General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 
and the Data (Use and Access) Act 2025. 

Keeley Smith Virtual Services Limited is a company registered in England and 
Wales (company number 15286527). We trade as Keeley Smith | Business 
Support. 

Keeley Smith Virtual Services Limited is the data controller for the personal data 
it collects and processes for its own business purposes. Where we process 
personal data on behalf of our clients, we act as a data processor unless we tell 
you otherwise. 

2. Who this Privacy Notice applies to 

This Privacy Notice applies to anyone whose personal data we process in 
connection with our business, including: 

• current, former and prospective clients; 

• individuals working for or on behalf of our clients; 

• suppliers and their representatives; 

• contractors, freelancers and associates; 

• business contacts and professional advisers; 

• visitors to our website; 

• individuals who contact us by email, telephone, social media or through 
our website; and 

• other individuals whose personal data we process as part of providing 
our services. 

3. HOW WE PROCESS PERSONAL DATA 

The way we process personal data depends on the services we are providing. 



 

In many cases, we collect and use personal data for our own business 
purposes, such as managing client relationships, providing our services, 
communicating with clients, administering contracts and complying with our 
legal obligations. In these situations, we act as the data controller. 

In some circumstances, we process personal data on behalf of our clients as 
part of providing administrative support, project management, business 
operations support or other professional services. In those cases, our client 
determines the purposes and means of the processing, and we act as a data 
processor, processing the information only in accordance with their 
documented instructions. 

For some professional services, particularly legal, compliance, employment, 
anti-money laundering (AML) and business management support, the capacity 
in which we process personal data may depend on the nature of the work being 
undertaken and the applicable legal and regulatory requirements. Where 
appropriate, we will explain whether we are acting as a controller or processor in 
relation to that processing. 

4. THE PERSONAL DATA WE COLLECT AND PROCESS 

The personal data we collect and process depends on how you interact with us 
and the services we provide. 

We only collect and process personal data that is relevant and necessary for the 
purposes described in this Privacy Notice. 

Personal data we collect about our clients and business contacts 

When you engage us, contact us or otherwise interact with our business, we 
may collect and process personal data including: 

Identity and 
contact 
information 

• Name 

• Job title 

• Business name 

• Postal address 

• Email address 

• Telephone number 

Client 
relationship 
information 

 

• Details of the services you request 

• Contracts and engagement documentation 

• Project information 

• Correspondence with you 



• Meeting notes 

• Records relating to the advice, support and 
services we provide 

Financial 
information 

• Billing address 

• Payment information 

• Bank account details (where required) 

• VAT information and transaction records 

 

Technical 
information 

 

When you visit our website or interact with our online 
services, we may collect technical information such as: 

• IP address 

• Browser type and device information 

• Website usage information 

• Cookie information (Further information about the 
cookies we use can be found in the Cookies 
section of our Terms & Compliance page) 

Personal data we process on behalf of our clients 

As part of providing our services, we may process personal data on behalf of our 
clients. The categories of personal data will depend on the services we are 
providing and our client's instructions. For example, we may process: 

• Identity and contact information. 

• Employment and HR information. 

• Financial or payroll information. 

• Contractual and commercial information. 

• Correspondence and business records. 

• Anti-money laundering (AML) and identity verification information. 

• Companies House, beneficial ownership and other corporate records. 

• Information relating to legal, regulatory or compliance matters. 

Where we process personal data solely on behalf of a client, we do so as their 
data processor and only in accordance with their documented instructions. 
Responsibility for determining the purpose and lawful basis for that processing 
rests with our client. 

https://www.keeleysmithva.com/terms-compliance


Special category and criminal offence data 

We do not routinely collect special category personal data or criminal offence 
data about our clients. 

However, depending on the services we provide, we may process this type of 
information on behalf of our clients where it is necessary to deliver the services 
they have instructed us to provide and there is an appropriate lawful basis under 
UK data protection law. 

5. HOW WE COLLECT PERSONAL DATA 

We collect personal data in a number of ways, depending on the services we 
provide. 

Information you provide directly 

You may provide personal data to us when you: 

• contact us by email, telephone, social media or through our website; 

• enquire about or engage our services; 

• enter into a contract with us; 

• complete forms or questionnaires; 

• attend meetings or events; or 

• otherwise communicate with us. 

Information we receive in connection with the services we provide 

When providing services to our clients, we may receive or collect personal data 
relating to individuals connected with their business. 

Depending on the nature of the services, this information may be obtained: 

• from our client; 

• directly from the individual concerned; 

• through software platforms or systems used to deliver our services; or 

• from other organisations or individuals where this is appropriate and 
lawful. 

The personal data we receive will depend on the services we have been 
instructed to provide. 

Information from publicly available sources 

Where appropriate, we may obtain personal data from publicly available 
sources, such as Companies House, or other publicly accessible registers and 
databases where this is relevant to the services we provide. 



Where we obtain personal data indirectly, we will comply with our obligations 
under UK data protection law, including providing privacy information where we 
are required to do so. 

6. HOW WE USE PERSONAL DATA 

We only use personal data where we have a lawful basis to do so. How we use 
personal data will depend on the nature of our relationship with you and the 
services we provide. 

Personal data relating to our own clients and business contacts 

We may use personal data to: 

• respond to enquiries and provide information about our services; 

• prepare proposals, quotations and contracts; 

• provide and manage our services; 

• communicate with clients and business contacts; 

• manage projects and maintain client records; 

• issue invoices, process payments and maintain financial records; 

• comply with our legal, regulatory and professional obligations; 

• protect our business, systems and information; 

• establish, exercise or defend legal claims; and 

• improve our services and the way we operate our business. 

Personal data processed as part of providing services to our clients 

As part of delivering our services, we may process personal data relating to 
individuals connected with our clients' businesses. The purposes for which we 
process that personal data will depend on the services we have been instructed 
to provide. 

For example, we may process personal data in connection with: 

• business administration and operational support; 

• contract preparation and management; 

• employment and HR support; 

• anti-money laundering (AML) and identity verification processes; 

• compliance and regulatory support; 

• project management; 

• bookkeeping and financial administration; 



• marketing and social media management; and 

• other professional support services requested by our clients. 

Where we process personal data solely on behalf of a client, we do so in 
accordance with their documented instructions. Where we act as an 
independent controller, we will determine the purposes and means of 
processing in accordance with our legal and professional obligations. 

Lawful bases for processing 

We will only use personal data for the purposes for which it was collected 
unless we reasonably consider that we need to use it for another compatible 
purpose or we are otherwise permitted or required to do so by law. 

Depending on the circumstances, we rely on one or more of the following lawful 
bases under UK data protection law: 

• performance of a contract with you; 

• taking steps at your request before entering into a contract; 

• compliance with a legal obligation; 

• our legitimate interests, provided those interests are not overridden by 
your rights and freedoms; 

• your consent, where this is required; and 

• where otherwise permitted or required by law. 

If we need to use personal data for a purpose that is materially different from the 
purpose for which it was originally collected, we will only do so where we have a 
lawful basis and, where required, will provide additional privacy information. 

7. USE OF ARTIFICIAL INTELLIGENCE (AI) AND CLOUD-BASED TOOLS 

To help us deliver our services efficiently, we use a range of trusted cloud-based 
software and, where appropriate, artificial intelligence (AI) tools. 

These tools may assist us with tasks such as: 

• drafting and reviewing documents; 

• proofreading and improving written content; 

• summarising information; 

• organising and analysing information; 

• research and administrative support; and 

• improving the efficiency and quality of the services we provide. 

AI tools are used to assist our work and are not used to make decisions about 
individuals that produce legal or similarly significant effects. Appropriate human 



oversight is maintained, and all work is reviewed before it is relied upon or 
provided to clients. 

We do not use AI to replace human judgement or professional decision-making. 

Where we use AI providers that offer controls preventing customer data from 
being used to train AI models, we ensure those controls are enabled. 

We take appropriate steps to ensure that any third-party providers we use 
handle personal data securely and in accordance with applicable UK data 
protection law. 

8. SHARING PERSONAL DATA 

We only share personal data where it is necessary for the purposes described in 
this Privacy Notice or where we are required or permitted to do so by law. 

Depending on the circumstances, we may share personal data with: 

• our clients, where this is necessary to deliver the services they have 
instructed us to provide; 

• third-party service providers who help us operate our business, such as 
providers of document management, communication, accounting, 
payment processing, electronic signature, identity verification, IT support 
and other business systems; 

• professional advisers, including accountants, insurers and legal 
advisers; 

• regulators, law enforcement agencies, courts or other public authorities 
where we are required or permitted to do so by law; 

• banks and payment providers where necessary to process payments or 
administer financial transactions; and 

• a prospective purchaser or successor in the event of the sale, transfer or 
restructuring of our business. 

Where third-party service providers process personal data on our behalf, we 
require them to implement appropriate technical and organisational measures 
to protect that personal data and to process it only in accordance with our 
instructions and applicable data protection law. 

Where we process personal data solely on behalf of a client, we will only share 
that information in accordance with our client's instructions or where required 
by law. 

9. INTERNATIONAL TRANSFERS 

Some of our service providers, including cloud-based software providers and AI 
providers, may process personal data outside the United Kingdom. 



Where personal data is transferred outside the UK, we will ensure that 
appropriate safeguards are in place to protect it in accordance with UK data 
protection law. These safeguards may include: 

• transferring personal data to countries that have been recognised by the 
UK Government as providing an adequate level of protection; 

• using the UK International Data Transfer Agreement (IDTA) or the UK 
Addendum to the EU Standard Contractual Clauses (SCCs); or 

• relying on another lawful transfer mechanism permitted under UK data 
protection law. 

We take appropriate steps to ensure that any organisations processing personal 
data on our behalf maintain appropriate standards of security and 
confidentiality, regardless of where they are located. 

10. KEEPING PERSONAL DATA SECURE 

We take the security of personal data seriously and have implemented 
appropriate technical and organisational measures to protect it against 
accidental or unlawful destruction, loss, alteration, unauthorised disclosure or 
unauthorised access. 

Access to personal data is restricted to those who need it to perform their role or 
provide services on our behalf. Anyone processing personal data on our behalf 
is subject to appropriate confidentiality obligations. 

We also have procedures in place to identify, investigate and respond to 
suspected personal data breaches. Where required by law, we will notify the 
Information Commissioner's Office (ICO) and affected individuals. 

11.  HOW LONG WE KEEP PERSONAL DATA 

We retain personal data only for as long as is necessary for the purposes for 
which it was collected, including to provide our services, comply with legal, 
regulatory, tax and accounting obligations, resolve disputes and enforce our 
legal rights. 

The length of time we keep personal data depends on the type of information, 
the purpose for which it was collected and any applicable legal or regulatory 
requirements. 

In most cases, we retain personal data relating to our clients and business 
relationships for six years after our relationship with the client ends. However, 
we may retain personal data for longer where this is required by law or where it is 
reasonably necessary to establish, exercise or defend legal claims or to comply 
with our professional obligations. 

When personal data is no longer required, we will securely delete or anonymise 
it in accordance with our data retention procedures. 



12. YOUR RIGHTS 

Under UK data protection law, you have a number of rights in relation to your 
personal data. Depending on the circumstances, these include the right to: 

• request access to the personal data we hold about you; 

• request that inaccurate or incomplete personal data is corrected; 

• request that your personal data is erased in certain circumstances; 

• request that we restrict the processing of your personal data in certain 
circumstances; 

• object to the processing of your personal data where we rely on 
legitimate interests; 

• request the transfer of your personal data to another organisation or to 
you, where applicable; 

• object to decisions based solely on automated processing where you 
have the right to do so under UK data protection law; and 

• withdraw your consent at any time where we rely on your consent to 
process your personal data. 

If you wish to exercise any of your rights, please contact us using the details set 
out at the end of this Privacy Notice. 

We may ask you for information to verify your identity before responding to your 
request. This helps us protect personal data and ensure that it is only disclosed 
to individuals who are entitled to receive it. 

You will not normally have to pay a fee to exercise your rights. However, we may 
charge a reasonable fee or refuse to act on a request where permitted by law, for 
example where a request is manifestly unfounded or excessive. 

13. DATA PROTECTION COMPLAINTS 

If you have a concern about how we have collected, used or handled your 
personal data, you have the right to make a complaint directly to us. 

You can submit your complaint using the contact details set out in the Contact 
us section of this Privacy Notice. 

When we receive a data protection complaint, we will: 

• acknowledge receipt of your complaint within 30 days; 

• investigate your complaint without undue delay, making any appropriate 
enquiries; 

• where we require further information to investigate your complaint, we will 
let you know as soon as reasonably practicable; 



• keep you informed of the progress of your complaint where appropriate; and 

• notify you of the outcome of our investigation without undue delay. 

We hope to resolve any concerns directly with you. However, if you remain 
dissatisfied with our response, you have the right to make a complaint to the 
Information Commissioner's Office (ICO). 

Further information about how to make a complaint to the ICO is available at 
www.ico.org.uk. 

14. CHANGES TO THIS PRIVACY NOTICE 

We may update this Privacy Notice from time to time to reflect changes in our 
business, the services we provide or our legal obligations. 

The latest version will always be available on our website and the date of the 
most recent update will be shown at the top of this Privacy Notice. 

Where appropriate, we may also notify you directly of significant changes. 

15. CONTACT US 

If you have any questions about this Privacy Notice, wish to exercise your data 
protection rights, make a data protection complaint or would like to contact us 
about the way we process personal data, please contact us at: 

Keeley Smith Virtual Services Limited trading as Keeley Smith | Business 
Support 

Email: info@keeleysmithva.com 
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