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Privacy Notice
Aelwyd respects the privacy of its residents. Your contact with us generates records including some personal information which is subject to the Data Protection Act 2018.
This privacy notice explains our approach to data protection.  
How we collect personal information
We collect information in a variety of ways including:
· via the website, 
· on various forms and contracts, 
·  through our ongoing contact with you 
· correspondence with support agencies which relate to you, 
· and from people associated with you such as family, friends, and neighbours.  
· At some schemes we have CCTV cameras to record events in public areas.
If you provide us with personal information relating to members of your family or your associates, we will assume that you do so with their knowledge and consent.
It is important that you notify us of any changes to your personal information as soon as possible so that we can contact you easily. You can let us know about changes via email or by calling the office.
What information we hold
When you apply to become an Aelwyd resident, we obtain information to determine your housing need. In order to help us assess your application, we may take up references from other housing providers/private landlords, the Police, the Probation Service, support workers, social workers and mental health workers. 
Once you become a resident, we will also need your bank details, benefit and council tax information, as well as your national insurance number. We will collate feedback from our contractors about their appointments with you and other aspects of our routine contact with you. We will record information whenever you contact us or use our services and we will note any action taken, for example logging repairs, so that we have a record of what happened.

Who the personal information relates to
We collect and hold personal information about: 
Residents - This includes current, former and potential residents who live in our properties and members of their family and people associated with them. 
Visitors - Visitors to our website and our offices. Anyone who makes a complaint or enquiry to us
How we use our records
We keep records to allow us to: 
· Make allocations of accommodation
· Manage landlord services including collecting rent and service charges 
· Provide a repairs and maintenance service
· Offer help with debts and benefits
· To engage support services which help residents achieve their goals 
· Provide support for older and vulnerable residents
· Keep in touch with our residents, understand your needs and preferences and invite you to events
· Prevent and detect crime and resolve disputes
· Promote safety and the quiet enjoyment of our neighbourhoods and communities
· Engage with residents and make improvements to our products and services
· Promote equal and inclusive opportunities for residents
· Provide information (e.g. about products and services) you request from us
· Develop new products and services to meet the future needs of our communities
· Meet our legal obligations, including those owed to our funders or regulators
Sensitive or special categories of personal information
Personal data revealing racial or ethnic origin, political opinions, religious or philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for the purpose of uniquely identifying a natural person, data concerning health or data concerning a natural person's sex life or sexual orientation. 

Criminal Conviction: Officially being found guilty of a particular crime in a court of law. 
We minimise our holding and use of sensitive categories of personal information but, given the services we provide, there are times when we use it to understand our residents and their needs better. For example, when providing accommodation for older or disabled persons, when resolving neighbourhood disputes involving alleged criminal activity or when helping someone to access care services. When we collect specific sensitive data we will notify you of how we will use it, including who it may be shared with, and seek your consent to this. 
Direct marketing
We never provide your personal information to other companies for their marketing purposes. 
Sharing your information
Your personal information will be kept secure and confidential. 
We may share information with contractors, or agencies we work with, such as Local Authorities, Social Services, Police, other social landlords, and others when we believes it is in your, or the public’s interest to do so. 
We will also disclose information as required by law. 
In particular, please be aware: 
· Current or forwarding addresses may be shared with utility companies, TV licensing and Council Tax offices to ensure billing details are correct.
· If you default on any occupation contract/licence conditions, information about you may be provided to authorised debt recovery agencies, to enable them to recover the debt. This may affect future applications for housing, credit and insurance.
· We may discuss your financial situation, rent payments (including any arrears) and any claims made for welfare benefits with an external debt advice agency, Welfare rights advisor, the housing benefit department or the local authority housing advice and homeless prevention team, to make sure that benefits are paid correctly.
· We may pass data about your rent payment record to credit reference agencies. This will enable them to assist other organisations to assess your financial standing if you apply for products and services. 

Your rights
You have the right to ask us in writing not to process your personal information if it is causing or likely to cause substantial damage or distress, or for the purpose of direct marketing. There may also be other specific circumstances where you may wish for us to stop processing your data, such as if you agreed to take part in a survey or signed up to an optional service. However, we need to maintain certain records to enable us to provide you with the services you enjoy.
You have the right to access any personal information we hold about you. If you would like copies of some specific information from your files, we will try to provide it as quickly as possible. 
If you require a substantial amount of your personal information, there is a formal process for this, under the General Data Protection Regulation 2018, known as a Subject Access Request (SAR).
You also have the right to claim compensation if we fail to comply with the General Data Protection Regulation 2018 and you suffer damage as a result.
What you need to know about making a SAR:
· The right of subject access under the General Data Protection Regulation 2018 is an individual one. This means that we cannot process joint requests – they have to be treated separately.
· You can write to us to make your request and, if necessary, we will provide you with a SAR form for completion. Please write to; Aelwyd Housing Association 9a Ty Nant Court, Morganstown, Cardiff CF15 8LW or emailyour request to enquiries@aelwyd.co.uk. You can also phone us on 02920 481203
· We will require proof of your identity and address – we will let you know this when we receive your request.
· When we receive your request and have confirmed your identity, we shall respond and provide your information within 40 calendar days. 



Changes to our privacy notice
This privacy notice will be updated to reflect changes either to the way in which we operate or changes to data protection legislation. We will bring any significant changes to your attention but to make sure that you keep up to date, we suggest that you revisit this notice from time to time. 
We welcome any queries you may have regarding this privacy notice, or any information we hold about you. Please contact:
Other Resources

The Information Commissioners Office (ICO) is the UK’s independent body who upholds information rights in the public interest. We are registered as a Data Controller with the ICO. Their contact details are below:

Tel: 0330 123 1113 
E-mail: wales@ico.org.uk
Website: https://ico.org.uk/
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