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Privacy Policy
Plan Urban Design Ltd  
1. About this notice
This notice explains how Plan Urban Design Ltd (“we”, “us”, “our”) collects and uses personal information when you visit planurbandesign.co.uk, send us an enquiry, or contact us by email or telephone about a possible project. It also sets out your rights and how to use them.
It is written to meet the transparency requirements of the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and the Privacy and Electronic Communications Regulations 2003 (PECR), as amended by the Data (Use and Access) Act 2025.
This notice does not cover information about our employees, job applicants or the detailed project information we handle once you appoint us. We give separate privacy information for those situations, for example in our terms of appointment.
2. Who we are and how to contact us
Plan Urban Design Ltd is the controller of your personal information. This means we decide how and why it is used and are responsible for looking after it.
	Company
	Plan Urban Design Ltd, registered in England and Wales, company number 17127026

	Address
	3 Rushton Yard, Market Street, Ashby-de-la-Zouch, Leicestershire, LE65 1AL

	Data protection contact
	Amanda Vos, Director

	Email
	amanda@planurbandesign.co.uk

	Telephone
	+44 7989 643 902

	Regulator registration
	Registered with the Information Commission (formerly the ICO), reference ZC193349



We are not required to appoint a Data Protection Officer, but the contact named above is responsible for data protection matters and will handle any question, request or complaint.


3. The information we collect
Information you give us
	Type of information
	Examples
	How we get it

	Identity and contact details
	Full name, email address and, if you provide it, telephone number
	Contact form, email, telephone

	Enquiry and project details
	Site location or address, and what you tell us about your site, property or project
	Contact form and later correspondence

	Correspondence
	Emails, call notes and any documents, drawings or photographs you send us
	Email, telephone, meetings

	Information about other people
	Names or details of landowners, neighbours, co-applicants or agents that you mention
	You, when you contact us



Fields marked as required on the contact form (name, email address and project description) are needed so that we can identify and answer your enquiry. If you do not provide them, we may not be able to respond. Other fields are optional.
A site address will often identify the owner or occupier of a property, so we treat it as personal information. If you give us details about someone else, please make sure they are aware you are sharing them with us.
Please do not include sensitive information in a website enquiry, such as details about health, ethnic origin, religious beliefs or criminal records, unless it is genuinely needed for your project. If it is, we will only use it where the law allows and will explain how it will be handled.
Information collected automatically
When you visit the website, our hosting provider’s servers automatically record limited technical information needed to deliver the site and protect it from misuse. This typically includes your IP address, browser type, the pages requested and the date and time of the request. We do not use this to identify individual visitors unless it is needed to investigate a security incident. 
Our contact form uses a hidden “honeypot” field to filter out automated spam. It does not use cookies or track you.
4. How we use your information and our lawful basis
We may only use personal information where we have a lawful basis under Article 6 of the UK GDPR. The table below sets out what we do and the basis we rely on.
	What we use it for
	Information used
	Lawful basis

	Replying to your enquiry and discussing a possible project, including preparing a fee proposal
	Contact and enquiry details, correspondence
	Steps you ask us to take before entering into a contract (Art. 6(1)(b)) where you personally may appoint us; otherwise legitimate interests (Art. 6(1)(f)) in responding to people who contact us, for example where you are enquiring on behalf of a company

	Providing the services you appoint us for and managing our relationship with you
	Contact, project and correspondence records
	Contract (Art. 6(1)(b)) or, where the contract is with your organisation, legitimate interests in delivering our services

	Running, maintaining and securing the website and our IT systems
	Technical and server log data
	Legitimate interests in operating a secure website and protecting our systems from misuse

	Keeping business, accounting and tax records
	Contact details, invoices, contract records
	Legal obligation (Art. 6(1)(c)), for example under the Companies Act 2006 and HMRC record-keeping rules

	Handling complaints, data protection requests and legal claims
	Relevant correspondence and records
	Legal obligation where the law requires it; otherwise legitimate interests in resolving issues and establishing, exercising or defending legal claims



Legitimate interests
Where we rely on legitimate interests, we have considered whether our interests are balanced against yours. We only use your information in ways you would reasonably expect from a business you have contacted, and we keep what we collect to the minimum needed. You have the right to object at any time (see section 11).
The tick box on our contact form
Our contact form asks you to confirm that you have read this notice. This is not a request for consent. We do not rely on consent to answer your enquiry, because we need your details simply to reply to you.
Automated decisions
We do not make decisions about you using solely automated means, and we do not use your information for profiling.
5. Marketing
Sending us an enquiry does not sign you up to marketing. We do not currently send marketing emails or newsletters. If we introduce them, we will only contact you where PECR allows, which normally means with your consent, and every message will include a simple and free way to unsubscribe.
6. Who we share your information with
Your information is accessed only by authorised people within Plan Urban Design Ltd who need it for their work. We share it with others only where necessary, as set out below. We never sell personal information.
	Who
	Why
	Their role

	Website hosting and maintenance providers; Fellowship Studios
	To host the website, deliver form submissions and provide technical support
	Processor acting on our instructions

	Email, IT and cloud storage providers: Microsoft 365
	To send and receive email and store business records securely
	Processor

	Professional advisers such as accountants, lawyers and insurers
	To run our business, meet legal duties and deal with claims
	Usually separate controllers

	Project collaborators, such as architects, engineers or other consultants
	Only where needed for a project you have asked us to carry out, and with your knowledge
	Separate controllers or processors, depending on the arrangement

	Local planning authorities and statutory bodies
	Where we submit applications or consult on your behalf
	Separate controllers (see note below)

	Police, courts, regulators or other public bodies
	Where the law requires us to, or to protect our legal rights
	Separate controllers



Planning applications: if we submit a planning application on your behalf, the local planning authority will publish certain details, such as the applicant’s name and the site address, on its public planning register as required by planning law. The authority is responsible for that information and its own privacy notice will apply.
Our processors may only use your information on our written instructions and must keep it secure under a contract that meets UK GDPR requirements. If our business is ever sold or restructured, your information may pass to the new owner, who would have to protect it in the same way.
7. International transfers
We aim to keep personal information within the UK. Some of our service providers may store or access information in other countries.
Where information is transferred outside the UK, we make sure it is protected by one of the safeguards recognised under UK data protection law. These include UK adequacy regulations (which cover, for example, the European Economic Area), the UK International Data Transfer Agreement, or the UK Addendum to the EU Standard Contractual Clauses. You can contact us for more information about the safeguards we use.
8. How we keep your information secure
We use appropriate technical and organisational measures to protect personal information. These include:
1. encrypted (HTTPS) connections for the website and contact form;
1. password-protected accounts with multi-factor authentication for email and website administration
1. access limited to people who need it;
1. keeping the website software, plugins and devices up to date; and
1. secure backups and deletion of information we no longer need.

Email is not a fully secure method of communication. Please think carefully before sending sensitive or confidential information to us by email, and ask us about a more secure method if needed.
9. How long we keep your information
We keep personal information only for as long as we need it for the purposes explained above, including to meet legal, accounting and insurance requirements. After that it is securely deleted or anonymised.
	Information
	How long we keep it
	Reason

	Contact form entries stored on the website
	[90 days] after submission, then deleted from the website database
	A copy is sent to our email so the website does not need to keep it

	Enquiries that do not lead to an appointment
	[12 months] after our last contact
	To answer follow-up questions and avoid duplicate enquiries

	Client project files and correspondence
	[12 years] after the project is completed
	Time limits for contract and professional negligence claims under the Limitation Act 1980 and Latent Damage Act 1986

	Invoices and accounting records
	6 years from the end of the financial year they relate to
	Companies Act 2006 and HMRC requirements

	Records of complaints and data protection requests
	[3 years] after the matter is closed
	To show how we handled the matter

	Website server and security logs
	[30 days]
	Website security and troubleshooting

	Backups
	Overwritten on a rolling [30-day] cycle
	Business continuity



We may keep information for longer where it is needed for an ongoing legal claim, investigation or regulatory matter.
10. Cookies and similar technologies
Cookies are small files placed on your device when you visit a website. PECR, as amended by the Data (Use and Access) Act 2025, controls when websites may use cookies and similar technologies.
We do not use analytics, advertising, social media or other tracking cookies on this website. Ordinary visitors do not receive any cookies from us. The only cookies our website sets are the ones used by our content management system (WordPress) when a site administrator logs in:
	Cookie
	Provider
	Purpose
	Duration

	wordpress_test_cookie
	This website (WordPress)
	Checks that the browser accepts cookies on the admin login page
	Session

	wordpress_logged_in_[ID], wordpress_sec_[ID]
	This website (WordPress)
	Keeps a site administrator securely logged in
	Session, or up to 14 days if “remember me” is ticked

	wp-settings-[ID], wp-settings-time-[ID]
	This website (WordPress)
	Remembers administrator dashboard preferences
	Up to 1 year



These cookies are strictly necessary for the website to work for its administrators, so they do not need consent. If we ever introduce other technologies, such as website analytics, we will update this notice and ask for your consent or give you a simple and free way to object, as the law requires, before they are used.
You can block or delete cookies through your browser settings. Guidance is available at ico.org.uk/for-the-public/online/cookies.
11. Your rights
You have the following rights over your personal information. Some rights only apply in certain circumstances.
	Your right
	What it means

	Access
	Ask for a copy of the personal information we hold about you and details of how we use it

	Rectification
	Ask us to correct information that is inaccurate or complete information that is incomplete

	Erasure
	Ask us to delete your information, for example where we no longer need it

	Restriction
	Ask us to limit how we use your information, for example while a concern is investigated

	Objection
	Object to us using your information on the basis of legitimate interests. We will stop unless we have compelling grounds to continue or need it for a legal claim. You can always object to direct marketing, and we will stop.

	Data portability
	Ask for information you gave us in a structured, commonly used electronic format, where we use it under contract or consent

	Withdraw consent
	Where we rely on consent, withdraw it at any time. This does not affect anything we did before you withdrew it.



How to make a request
Contact us by email at amanda@planurbandesign.co.uk, by phone or by post using the details in section 2. You do not need to use a particular form of words. Using these rights is normally free of charge.
We will respond within one month. If your request is complex or you have made several requests, we may extend this by up to two further months and will tell you why. If we need to confirm your identity or ask you to clarify your request, the time limit starts from when we receive what we need. We will carry out reasonable and proportionate searches for your information.
12. Complaints
If you are unhappy with how we have handled your personal information, please tell us first so we can put it right. You can complain by email, phone or post using the details in section 2.
When we receive a data protection complaint we will:
1. acknowledge it within 30 days of receiving it;
1. look into it promptly and properly;
1. keep you updated on our progress; and
1. tell you the outcome without undue delay.
You also have the right to complain to the UK data protection regulator, the Information Commission (formerly the Information Commissioner’s Office). Website: ico.org.uk. Helpline: 0303 123 1113.
13. Other websites
Our website may link to other websites, such as social media or partner organisations. We are not responsible for how they handle personal information, so please read their privacy notices.
14. Children
Our website and services are intended for adults and businesses. We do not knowingly collect personal information from children.
15. Changes to this notice
We review this notice at least once a year and whenever our website or the way we handle personal information changes. The latest version will always be published on this page, with the date it was last updated shown at the top.
Last updated: 30.09.2026


A. What has changed and why
	Area
	Issue in previous draft or live policy
	How this version deals with it

	Lawful basis and tick box
	The live policy relies on consent through the contact form tick box. Consent is fragile (it can be withdrawn at any time) and is not the right basis for answering an enquiry.
	Relies on pre-contract steps and legitimate interests. The tick box is described as confirmation of having read the notice, not consent. New wording is proposed in the checklist.

	Complaints to the controller
	Earlier draft mentioned the 30-day acknowledgement but not the full process.
	Sets out the full process required by DPA 2018 s.164A (inserted by the Data (Use and Access) Act 2025), which has been in force since 19 June 2026.

	Regulator name
	Referred to the Information Commissioner’s Office.
	Refers to the Information Commission, which replaces the ICO from 30 September 2026 (SI 2026/1015).

	Cookies
	Placeholder only.
	Cookie table added. Reflects the new PECR exemptions for statistics and website appearance (in force from 5 February 2026), which require clear information and a simple way to object.

	Individual rights
	General list only.
	Plain-English rights table. Reflects the DUAA changes to subject access: “reasonable and proportionate” searches and the time limit starting once ID or clarification is received.

	Sharing
	The live policy says data is not shared with third parties. This is inaccurate, because the host and email providers process it.
	Sharing table by category. Adds the planning register point, which is specific to the client’s sector.

	Retention
	Periods left blank or vague.
	Suggested periods, linked to the Limitation Act 1980, the Latent Damage Act 1986 and HMRC rules.

	Readability
	Continuous text.
	“Privacy at a glance” summary at the top (layered approach, in line with ICO guidance), with tables for each key topic.

	Version
	Status
	Last updated
	Next review

	1.0
	First Draft 
	 30/09/2026
	 30/09/2027

	
	
	
	

	
	
	
	




Amanda Vos
Director
Date: 30 September 2026
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