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Who We Are
The Admin Studio is operated by Emma Kennet as a sole trader, providing executive assistance, administrative support, event planning, and interior design consultancy services.
Our business address: 39 Hall Cliffe Crescent, Horbury, Wakefield, WF4 6DG
Email: emma@adminstudio.co.uk
Phone: 07713 017553
Our Commitment to Your Privacy
We are committed to protecting your personal information and respecting your privacy. This policy explains what information we collect, why we collect it, how we use it, and your rights regarding your data.
What Information We Collect
We only collect information that is necessary to provide our services to you. This may include:
Personal Information:
· Name
· Email address
· Phone number
· Business name and role
· Postal address (if required for service delivery)
Business Information:
· Details about your business or project requirements
· Information you provide for us to complete work on your behalf
· Financial information necessary for invoicing (business name, address)
Communications:
· Records of conversations, emails, and correspondence related to our services
· Meeting notes and project documentation
How We Collect Information
We collect information directly from you through:
· Email correspondence
· Phone conversations
· In-person meetings
· Information you provide when requesting our services
We do not use automated data collection tools, cookies, or tracking technologies on our website.
How We Use Your Information
We use your personal information solely to:
· Provide the services you have requested
· Communicate with you about your projects or requirements
· Send invoices and process payments
· Meet our legal and regulatory obligations (such as tax and accounting requirements)
· Respond to your enquiries
We do not use your information for marketing purposes unless you have specifically requested to receive updates from us.
Legal Basis for Processing
Under UK GDPR, we process your personal data on the following legal bases:
· Contract: Processing is necessary to fulfill our contract with you or to take steps at your request before entering into a contract
· Legal obligation: Processing is necessary to comply with legal obligations (such as tax and accounting requirements)
· Legitimate interests: Processing is necessary for our legitimate business interests (such as maintaining records of our work)
Sharing Your Information
We do not sell, rent, or trade your personal information to third parties.
We may share limited information only when:
· You have given explicit permission
· We engage third-party suppliers on your behalf (such as venues or contractors) - we will only share information necessary for them to provide the service
· We are legally required to do so (such as by HMRC or other regulatory bodies)
· It is necessary to protect our legal rights
Any third parties we work with are required to keep your information confidential and secure.
How We Store Your Information
Your information is stored securely using:
· Password-protected computers and devices
· Encrypted email communications where appropriate
· Secure physical filing for paper records
Access to your information is restricted to Emma Kennet (business owner) only.
How Long We Keep Your Information
We retain your personal information for as long as necessary to provide our services and meet our legal obligations:
· Active clients: Information is retained for the duration of our working relationship
· Former clients: Information is retained for 2 years after our last interaction
· Accounting records: Financial records are retained for 6 years to comply with HMRC requirements
After these periods, your information is securely deleted or destroyed.
Your Rights
Under UK data protection law, you have the following rights:
Right to Access: You can request a copy of the personal information we hold about you
Right to Rectification: You can ask us to correct inaccurate or incomplete information
Right to Erasure: You can request that we delete your personal information (subject to legal obligations)
Right to Restrict Processing: You can ask us to limit how we use your information
Right to Data Portability: You can request your information in a portable format
Right to Object: You can object to our processing of your information in certain circumstances
Right to Withdraw Consent: Where we rely on your consent, you can withdraw it at any time
To exercise any of these rights, please contact us using the details at the top of this policy. We will respond within one month.
Complaints
If you believe we have not handled your personal information properly, you have the right to complain to the Information Commissioner's Office (ICO):
Website: ico.org.uk
Phone: 0303 123 1113
Children's Privacy
Our services are not directed at children under 16, and we do not knowingly collect information from children.
Changes to This Policy
We may update this Privacy Policy from time to time. Any changes will be posted on our website with the updated date. We encourage you to review this policy periodically.
Contact Us
If you have any questions about this Privacy Policy or how we handle your information, please contact:
Emma Kennet
The Admin Studio
Email: emma@adminstudio.co.uk
Phone: 07713 017553

Privacy Statement
The Admin Studio is committed to protecting your privacy and handling your personal information responsibly.
When you engage our services, we collect only the information necessary to deliver what you've asked for - typically your name, contact details, and information about your project or requirements.
We collect this information directly from you through email, phone calls, or in-person meetings. We don't use cookies or tracking on our website.
Your information is used solely to provide our services, communicate with you, and meet our legal obligations such as accounting requirements. We don't use it for marketing unless you've asked us to, and we never sell or share your information with third parties except where you've given permission or we're legally required to.
We keep your information secure and retain it only as long as necessary - generally 2 years after we last work together, though financial records are kept for 6 years to comply with tax regulations.
You have rights over your data, including the right to access it, correct it, or ask us to delete it. For full details, please see our complete Privacy Policy.
If you have any questions about how we handle your information, please get in touch.
Emma Kennet
The Admin Studio
Email: [Your email]
Phone: [Your phone number]

Accessibility Statement
The Admin Studio Website
Last Updated: November 2025
Our Commitment
The Admin Studio is committed to ensuring our website is accessible to everyone, including people with disabilities. We want all visitors to be able to access our information and services easily.
Accessibility Standards
We aim to meet the Web Content Accessibility Guidelines (WCAG) 2.1 Level AA standards where possible. These guidelines help make web content more accessible for people with disabilities and more user-friendly for everyone.
Our Website
Our website is built on the Wix platform. We have made efforts to ensure the site is accessible, including:
· Clear and simple language throughout
· Descriptive headings and labels
· Sufficient colour contrast between text and backgrounds
· Text that can be resized without breaking the layout
· Keyboard navigation capability
· Alternative text for images where appropriate
Known Limitations
As our website is built on the Wix platform, some accessibility features are dependent on the platform's capabilities. We are working to address any limitations within our control.
We do not use cookies or tracking technologies, which means fewer barriers to accessing our content.
Feedback and Contact
We're always looking to improve the accessibility of our website. If you:
· Have difficulty accessing any part of our website
· Have suggestions for improvements
· Would like information in an alternative format
Please contact us:
Emma Kennet
The Admin Studio
Email: [Your email]
Phone: [Your phone number]
We will do our best to help and will consider all feedback as we continue to improve our website.
Non-Website Communication
As our office is entirely home-based, we typically communicate with clients via:
· Email
· Phone calls
· Video calls (if preferred)
· In-person meetings at a location of your choice
If you have specific accessibility requirements for how we communicate or meet with you, please let us know and we will accommodate your needs.
This Statement
This accessibility statement was last reviewed in November 2025. We will continue to review and update it as we make improvements to our website and services.
Third-Party Content
Our website may contain links to other websites. We are not responsible for the accessibility of third-party websites.
Questions
If you have any questions about the accessibility of our website or services, please don't hesitate to get in touch using the contact details above.

