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Who we are and where can you find us?
Para-Sols (Paraplanning Solutions Ltd)
Company Number - 07636912
Whessoe Technolgy Centre, Alderman Best Way, Darlington, DL1 4WB
hello@para-sols.co.uk
www.para-sols.co.uk

What does the company structure look like?
We are a Private Limited company with 100% of shares owned by Cathi
Harrison. The company is now a limited company, after being incorporated
from a sole trader business in 2011.

What controls do you have in place to ensure a high
quality of work is carried out at all times?
We use the Para-Sols Rise system to allocate tasks and to enable us to
liaise with the advisers submitting cases. The aim is to identify and obtain
any missing information as quickly as possible. Para-Sols staff can view their
own cases within this system, enabling them to track what work has been
allocated and what timescales are anticipated.

Do you have references?
References are available upon request.

What information can you provide us on your staff?
At the moment we have circa. 40 full-time members of staff who work within
Para-Sols. All team members and their contact details can be found on our
website.
An advising company will be assigned to a hub within the team; this reduces
the number of team members you will liaise with and ensures personalisation
between us and your company.
We provide regular review sessions where clients can put some time aside to
discuss anything they need to with the leader of their hub.
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Can we have some more information on your key personnel
within the business including their relevant qualifications?
Some of the team and their details are listed below. The remainder of the
team work within Paraplanning, Financial Administration, Client Relations and
Marketing - supporting the business on a wider scale.

Cathi Harrison
Founder & Director
Cathi is Para-Sols Founder and Director, she
started the
business after hearing the same frustrations
from clients and colleagues about their
existing compliance support. She is also the
Owner & Director of our sister company,
Apricity and CEO of The Verve Group.
Qualifications: FPFS, Pension Specialist and JO7 Supervisor qualification
Email: cathi@para-sols.co.uk

Phone:
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Jo Campbell
Managing Director
Jo has been with Para-Sols since 2010 being
our first full time employee! As well as the day
to day paraplanning, her role includes
managing the team and ensuring the smooth
running of all things operationally. Jo monitors
quality and delivers training to ensure this is
kept consistently high.
Qualifications: DipPFS, Certificate in Mortgage Planning & Pension Transfer
Qualification
Email: jo@para-sols.co.uk
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Our hardware.
Paraplanning Solutions Ltd is registered for Data Protection. We share our
data with our clients through the Rise project management system. Staff
work on encrypted Mac’s internally and data is downloaded and saved via our
Networked Attached Storage (NAS) drive. The Rise system is encrypted with
a Secure Sockets Layer (SSL) certificate to ensure the complete safety and
security of your client data. The NAS drive is backed up to the cloud every 24
hours, and we also hold any data held on the Rise management system in a
fully secure cloud-based storage solution that meets the current GDPR
requirements.
As a fully paperless business, we ensure all data is stored electronically. To
do so our primary method is a NAS drive, which we use to store client data.
Access to the NAS drive is password protected at an individual user level,
which is to be updated regularly. Should anyone require access to the NAS
drive outside of our office network, the online access is managed via an SSL
certified browser. The NAS drive has an inbuilt firewall along with the
following features; Transport Layer Security (TLS) for data transfer and
Denial-of-Service (DoS) protection to prevent any malicious cyber threats.

Minimising risks.
The data that you provide is only handled by authorised individuals internally
and staff have a contractual obligation to ensure that data is managed and
dealt with in line with data confidentiality.
All of our systems are ‘cloud based’ reducing the risk of computer issues. This
also means staff are set up to work from home and so would not be affected
by adverse weather conditions either. Mac computers have inbuilt encryption
and firewalls. All passwords and copies of key access codes are stored
separately away from the office.
Para-Sols works closely with an outsourced IT company, SJ Systems, to
ensure all our systems and services meet acceptable security standards.
Regular performing security checks and scans ensuring all hardware and
software is performing to the required standards.
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Cyber Essentials.
Para-Sols, as part of Verve Holdings Ltd, is covered under the
Cyber Essentials certification which is accredited by
CyberSmart. This means Para-Sols is protected against any
potential cyber-attacks. Regular checks are carried out on all of
our equipment, ensuring they are secure at all times and any
potential risks are minimised.

Our Privacy Policy.
To have a read of our privacy policy in more detail, please see here:
https://para-sols.co.uk/privacy-policy/
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Our Data Protection Policy.
What information do you hold?
In order for us to store information under GDPR, we hold a person’s data
under Legitimate interest and this will be held for as long as the Advising
company remains with Para-Sols and requires us to continue within the
original client terms of engagement. Due to the nature of the service we
offer, it may be required for us to retain personal data even after an account
has been closed for legal or operational reasons under the guidance of the
FCA.
The information Para-Sols will hold in relation to your and your clients
includes:
Name of individuals
Postal address
Email address
Contact number(s)
Health data
This information will be held by all contractors and suppliers of Para-Sols.

How do we ensure that all data held is accurate?
The General Data Protection Regulations require Para-Sols to take
reasonable steps to ensure data is kept accurate and up to date.
It is our responsibility to take all reasonable steps to ensure that data is
kept as accurate as possible. We do this by:
Ensuring data is held in as few places as necessary.
Taking every opportunity to ensure data is kept up to date
We do our best to make it as easy as possible for you to keep your data
up to date.
Resolving any inaccuracies in data as soon as they are discovered.
Ensuring our Marketing Manager reviews the marketing databases every
six months.
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How is my data used?
Para-Sols will only hold data that we have legally obtained to use. When
working with your and your client's personal data we will ensure:
When not in use all laptop screens will be locked.
No data will be shared informally.
Where data must be transferred electronically, it will be encrypted
beforehand.
No data will be transferred outside the European Economic Area unless it
is listed within the EU Commission's list of countries or territories
providing adequate protection.

Can I request a copy of all the data you hold on me and my
company?
Any individual's data that is held by Para-Sols can be requested at any time
via a Subject Access Request (SAR). Under the SAR you are entitled to:
Know what information we hold on you and the reasons why
Information on how to gain access to this data
How we keep our data up to date
How we are ensuring all data protection obligations are met
To make a SAR, please email Jo Campbell and she will verify your request
and action accordingly. You will not be charged for this request unless it is
deemed excessive and we will ensure all requests are actioned within one
month of the request being made.

Are there any exceptions in how my data will be handled?
In some circumstances, Para-Sols may disclose personal data without prior
consent.
Where Para-Sols is required by the FCA, the Financial Ombudsman Service
or a court of law to provide information, we will do so with or without your
consent.
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What is your data breach process?
Our Data Breach process is as follows; any individual who accesses uses or
manages Para-Sols information is responsible for reporting data breaches
and information security incidents immediately to the Data Controller.
Notification will include a description of how and when the breach occurred
and the data involved. Staff training has been completed and each team
member is aware of who the Data Controller is and a deputy has been
appointed if they are not available.
If we believe we have breached your personal data rights, we will contact the
ICO within 72 hours. We will do everything we can to identify the breach and
help minimise the consequences.
A letter will be sent with the relevant information attached, including steps
we have taken and steps we recommend taking to minimise any
consequences.

What would be the consequences of a data breach?
If a member of staff at Para-Sols fails to comply with the data protection
policy the consequences are dependant on the severity of the breach. The
result can be a warning, a formal disciplinary or gross misconduct, which can
potentially result in the individual's contract being terminated.
All information above was correct at the time of sending.
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