Privacy Notice – Sapphire Sussex Bookkeeping
Privacy Notice
Effective Date: 7 May 2026
Sapphire Sussex Bookkeeping (“we”, “our”, or “us”) is committed to protecting and respecting your privacy. This Privacy Notice explains how we collect, use, store, and protect your personal information when you use our bookkeeping and related services.
This notice is provided in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

1. Who We Are
Sapphire Sussex Bookkeeping is the data controller responsible for your personal information.
We are registered with the UK Information Commissioner’s Office (ICO) as a data controller.
ICO Registration Number: ZC141530
If you have any questions about this Privacy Notice or your personal data, please contact us at:
· Email: info@sapphiresussex.co.uk
· Telephone: 07468418264
· Address: Hawthorn Way, Hailsham, BN27 4FQ 

2. The Information We Collect
We may collect and process the following personal information:
Client Information
· Name 
· Business name 
· Postal address 
· Email address 
· Telephone number 
Financial Information
· Bank statements 
· Invoices and receipts 
· Payroll information 
· Tax records 
· Accounting records 
· VAT information 
Website Information (if applicable)
· IP address 
· Browser type 
· Website usage data via cookies or analytics tools 

3. How We Use Your Information
We use your information to:
· Provide bookkeeping and financial administration services 
· Communicate with you regarding our services 
· Prepare financial records and reports 
· Comply with legal and regulatory obligations 
· Process payments and maintain accounts 
· Improve our website and services 
We will only process your personal information where we have a lawful basis to do so, including:
· Performance of a contract 
· Compliance with legal obligations 
· Legitimate business interests 
· Your consent (where required) 

4. How We Store and Protect Your Data
We take appropriate technical and organisational measures to protect your personal information against unauthorised access, loss, misuse, or disclosure.
Your data may be stored:
· Electronically using secure cloud-based accounting software 
· On password-protected devices 
· In secure physical storage where applicable 
We retain records only for as long as necessary to fulfil legal, accounting, and regulatory requirements.

5. Sharing Your Information
We may share your information with:
· HM Revenue & Customs (HMRC) 
· Accountants or financial advisers acting on your behalf 
· Software providers used to deliver bookkeeping services 
· Regulatory or legal authorities where required by law 
We will never sell your personal information to third parties.

6. International Transfers
Where any service providers store data outside the UK, we will ensure appropriate safeguards are in place to protect your information in accordance with UK data protection laws.

7. Your Rights
Under UK data protection law, you have the right to:
· Access your personal data 
· Request correction of inaccurate data 
· Request deletion of your data 
· Restrict or object to processing 
· Request transfer of your data 
· Withdraw consent where processing is based on consent 
To exercise any of these rights, please contact us using the details above.
You also have the right to complain to the UK Information Commissioner’s Office (ICO):
Information Commissioner’s Office (ICO)

8. Cookies (Website Only)
If you use our website, we may use cookies and similar technologies to improve user experience and analyse website traffic.
You can control or disable cookies through your browser settings.

9. Changes to This Privacy Notice
We may update this Privacy Notice from time to time. Any updates will be posted on our website or provided directly to clients where appropriate.

10. Contact Us
If you have any questions about this Privacy Notice or how your information is handled, please contact:
Sapphire Sussex Bookkeeping
Sarah Prouten
info@sapphiresussex.co.uk 
07468418264


