Koala Marketing

Privacy Notice

This notice explains how Koala Marketing Limited uses personal information when you visit our
website, enquire about our services, subscribe to our email marketing, work with us, or appear in
content we create. It also explains your choices and how to contact us.

1 Who we are

Koala Marketing Limited (company number 11903336) is responsible for the personal information it
uses for its own business, including enquiries, client relationships, website operation and its own
newsletter. Email hello@koalamarketing.co.uk with any privacy question or request.

When a client provides access to its mailing list, website, advertising account or other customer
information so we can carry out its instructions, the client is generally responsible for deciding why and
how that information is used. We handle it on the client’s behalf under our agreement. The client’s
privacy notice should explain that processing to its audience. If we separately use an image or case
study for our own portfolio, we are responsible for that separate use.

2 Information we may use

Contact and business details: name, job title, company, email address, telephone number, address
and correspondence.

Enquiry and project information: what you ask us to do, briefs, brand materials, feedback, approvals,
contracts, proposals and messages.

Billing information: invoice and transaction details. Payment providers process card or direct debit
details through their own systems; we do not need to collect your full payment-card details for
ordinary invoicing.

Newsletter information: email address, subscription preferences and information about delivery or
engagement made available by Campaign Monitor.

Website information: technical information such as device, browser, IP address and use of the site,
including Google Analytics data where the relevant technology is active.

Images, video and audio: material captured during client shoots, including people who appear in it,
and information supplied to identify people who must not be photographed or shown.

We normally receive information directly from you or from the organisation you represent. For client
work, we may also receive it through client systems, shared project spaces or a client's nominated
contact. Please avoid sending sensitive personal information unless it is needed and we have agreed a
suitable way to handle it.
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3 Why we use information and our lawful bases

Enquiries, proposals and delivering work

We use contact and project details to respond to enquiries, prepare proposals, manage bookings,
perform contracts, deliver brand, web, marketing and content services, obtain approvals, provide
support and maintain appropriate business records. The lawful bases are steps requested before a
contract or performance of a contract where you contract with us personally; our legitimate interests in
managing business relationships where you act for an organisation; and legal obligation where record
keeping is required.

Payments and accounting

We use billing and transaction records to invoice, receive payment, manage accounts and meet tax
and company-law duties. Our bases are performance of a contract, legitimate interests in receiving
payment and managing our business, and legal obligation.

The Green Thread and other Koala marketing

If you subscribe to our newsletter through our website, social links or Linktree, we use your details to
send it through Campaign Monitor. We rely on your consent where consent is required. In limited
circumstances, another lawful route may apply to business contacts or existing customers, subject to
the electronic marketing rules and your right to object. We will not treat a past client relationship alone
as proof that you opted in. Every marketing email will offer a way to unsubscribe.

Our website and service improvement

We use website and enquiry information to run, protect and improve our site and services. Depending
on the activity, our basis is legitimate interests in operating a secure, useful website or consent where
required for a particular cookie or similar technology. See section 7.

Photography, video and portfolio

We capture and edit images or footage to fulfil client projects, usually on the client's instructions. The
client is responsible for telling us about required permissions and exclusions. We may use finished
work to demonstrate our services where our agreement permits and where the use respects people’s
privacy, permissions and rights. For our own portfolio use, our basis will normally be legitimate
interests, subject to an assessment of the people affected; we will seek additional permission where
appropriate.

4 Who receives information

We share information only where needed to run Koala or deliver work. Current service providers may
include Google Drive, iCloud, Notion and Trello for files and projects; SiteGround for hosting; Campaign
Monitor or Kit for our newsletters; Pic-Time for private selection and delivery galleries; WeTransfer for
large transfers; Xero for accounts; and Stripe, including Klarna offered through Stripe, and GoCardless
for payments. We may use client-selected email, advertising, social or other tools when working in a
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client account. Appropriate freelancers or professional advisers may receive information where needed
for a project or legal matter.

Some suppliers may process information outside the UK. Where a restricted transfer is involved, we will
use an applicable UK adequacy arrangement or appropriate safeguards. The precise suppliers and
transfer mechanisms should be checked as part of the final review of this notice.

5 Photography and client campaign data

We may provide a private Pic-Time gallery to the nominated client contacts so they can select and
download content. The gallery is normally available until the client has downloaded the finished files.
We give a grace period and warn the client before closing it. Gallery access is restricted to the people
invited by the client or Koala for the project.

For shoots involving children or people who may need additional protection, the client is responsible
for obtaining and managing permissions, identifying exclusions, and providing any necessary
instructions before the shoot. We follow those instructions when capturing and selecting material. A
separate shoot brief or release process may be agreed where appropriate.

When we access a client’'s email subscriber list or campaign platform, we use the list for the agreed
work and seek written client approval before sending a campaign on the client’s behalf. The client
decides who belongs on its list and is responsible for its marketing permissions and message claims.

6 How long we keep information

e Ordinary project files and correspondence: generally three years after the project ends, unless we
need a different period for an ongoing service, a dispute or another lawful reason.

e Unselected raw photographs: generally 12 months after delivery, unless we agree or the client
requests longer storage. We may retain other project materials under the ordinary three-year
project period where needed.

e Finished Pic-Time galleries: until the client has downloaded the files, followed by a short grace
period and a warning before closure. This concerns gallery availability; any retained copies are
subject to the relevant project retention period.

e Accounting and transaction records: generally six years from the end of the financial year to which
they relate, or longer if a legal requirement or live dispute applies.

e Newsletter records: while you remain subscribed, with appropriate records of unsubscribe or
objection retained so we can respect your choice. We periodically review inactive records.

We review and securely delete or anonymise information when it is no longer needed. Archived files
and external drives containing personal information remain subject to this approach; moving a file off a
live system does not remove it from our retention period.

7 Cookies and website analytics

Our site has a cookie banner and uses Google Analytics. Cookies and similar technologies may help the
website function and show how visitors use it. We explain the categories and choices through the
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banner and associated cookie information. Where consent is required, you can accept or refuse the
relevant technology and change your choice later. Some strictly necessary uses, and qualifying
statistical uses under current UK rules, may not require consent but still need clear information and, for
qualifying statistical uses, a simple way to object.

Before publication, we will check the live cookie inventory, Google Analytics configuration and banner
behaviour so this description matches what the website actually does. If other tracking tools are added
later, we will update the information and choices as needed.

8 Your rights and choices

Depending on the circumstances, you may ask to access, correct or erase your personal information,
restrict or object to its use, or receive or transfer information you provided. You can withdraw consent
at any time where we rely on it. You have an absolute right to object to your information being used for
direct marketing. These rights are subject to the limits and exceptions in data protection law.

Email hello@koalamarketing.co.uk to make a request or raise a concern. We may need to verify your
identity. We will respond within the time required by law. You can also complain to the Information
Commissioner's Office at ico.org.uk/make-a-complaint.

9 Changes to this notice

We will update this notice when our services or use of information changes. The current version and
date will be available on our website. If a change materially affects how we use information already
held, we will take appropriate steps to tell the people concerned.

Contact

Koala Marketing Limited

Company number 11903336

hello@koalamarketing.co.uk
www.koalamarketing.co.uk
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