Statement of professional standards and position in relation to receiving sensitive and
confidential information from clients Adrian Ashton works with.

Last updated: 18 July 2023

www.adrianashton.co.uk

In the course of work with clients, there may be occasions where Adrian Ashton needs to access, or
have shared with him, information by a client which is deemed to be commercially sensitive or
otherwise confidential.

Such information will only be asked for where it is central to the agreed schedule of work with the
client, and the reasons for needing to access it are agreed with the client.

This summary statement document sets out Adrian Ashton’s position and standards with regards to
how any such information would be received, used, and stored. It is not intended to be exclusive in
scope — should a client wish to request additional measures, then these would be considered in the
spirit of maintaining constructive and positive working relationships with that client.

Registration

Adrian Ashton is registered with the Information Commissioner’s Office as both a data controller and
data processor, ref: ZA7785381.

He is also certificated against the Responsible Business Standard (ref: MSA — 2022001)?%, and Good
Business Charter® — both of which involve codes of conduct regarding confidentiality about how
information received is held and managed, and both of which detail on their respective websites about
how any concerns about Adrian Ashton’s professional conduct can be raised with/through them.

Commitment to clients

Adrian Ashton commits to:

- Open and transparent working practices with clients, and is happy to consider agreeing to
additional working practices that any client might wish to ask of him —for example, the signing
of specific non-disclosure agreements.

- Not divulge or share any information that he receives from a client to any other party, or into
the public domain, without that client’s prior consent (unless it relates to an investigation by
a regulatory body, and they are demanding said information through a statutory instrument).

L https://ico.org.uk/make-a-complaint/
2 https://responsiblebusinessstandard.org.uk/
3 https://www.goodbusinesscharter.com/?s=adrian+ashton




- Only use the information shared with him by a client for the intended and agreed purpose.

Working practices

Adrian Ashton will:

- Store information shared with him securely (electronic information will be held on password
protected drives; and physical information will be kept in locked filing cabinets).

- Receive information from clients through a system that they are comfortable with (for
example, secure file sharing services or email); where a client might not have any such system
established, a secure cloud-based file sharing folder shall be created by Adrian Ashton to allow

documents to be shared.

- Only retain information shared with him for as long as is deemed and agreed necessary.

Ongoing review

This statement shall be subject to ongoing review, and may be updated from time to time to reflect
feedback from clients, and/or changes to his registration with professional bodies.



