Advance Northumberland Business Privacy Notice

Advance Northumberland Business and how we handle yourinformation

Everyone working for Advance Northumberland has alegal duty to keep and processinformation
aboutyou inaccordance with the law. This leaflet explains why we ask for your personal
information, how thatinformation willbe used and how you can accessit.

Why is informationrecorded about me?

We record information about all of our customersto enable usto carry out specific functions for
which we are responsible and to provide you with aservice. We keeprecordsforall of our
customers, which may be written down (manual records) or kept ona computer (electronic
records).

These records may include:
e Basicdetailsaboutyou, forexample: name, your business name and address, your
telephone number/s and email addresses
e Unique identifiers (such as yourhome address)
e Financial information thatyou have provided
e Contactwe have had with you, for example, appointments & letters of correspondence
e Notesand reportsaboutyour relevant circumstances
e Detailsandrecordsaboutthe service you have received
e CCTVimagery
e E-mail address
e |Paddress
e Relevantinformationfromotherpeoplethatwe have beenin contactwithinrelationtothe
service thatyou have received from:
o Advance NorthumberlandHomes
Advance Northumberland Workspace
Advance Northumberland Commercial
Advance NorthumberlandBusiness
Advance Northumberland Developments
AscentHomes
Business Northumberland

o O O O O

What is the information used for?
Yourrecords are used to help ensure that we provide you with the service that you need across all of
our businessdepartments.

Ouruse of your personal data will always have alawful basis, either becauseitis necessaryforour
performance of a contract with you or because you have consented to our use of your personal data
(e.g.subscribing to e-mails, support programmes or the property database search facility).

Specifically, we may use your data to:
e  Supplyourservicestoyou.
e Enterintoa contractwithyou.



e Personaliseourservicestoyou.
e Replytoe-mailsfromyou.
e  Supplyyou with e-mails/ newsletters/satisfactionsurveys that you have optedinto.

Itisimportantthat yourrecords are accurate and up-to-date as they will help make sure that our
staff are able to provide you with the help, advice or supportyou need. If you do not provide us with
thisinformationthen we may not be able to provide you with the required service thatyou need.
We will not use yourinformation for marketing purposes unless you agree to this.

How long for?

Yourdetailswill be keptinaccordance with the company’s RecordsManagement and Retention
Policy. Legal processingis kepttoaminimumand will only be processed in accordance with the
law.

When otheragencies are involved we may need to share details about you to enable us to work
togetherforyourbenefit. Information will only be shared with third parties if they have genuineand
lawful need foritand you will be informed.

Occasions when yourinformation needs to be disclosed (shared) include:
e Where the health and safety of othersis at risk.
e Whenthe law requiresusto passoninformation underspecial circumstances.
e Crime preventionorthe detection of fraud as part of the National Fraud Initiative.

Anyone who receivesinformationfrom us has a legal duty tokeepit confidential

We are requiredbylaw to report certain information to appropriate authorities —for example:
e Where aformal courtorderhas beenissued.
e Ifrequestedbythe policeorforanylegal proceedings.

Partner organisations
Advance works with anumber of partner organisations to ensure that we can provide the best
service toall of our customers.

These couldinclude:
e Departmentofinternational Trade.
e North East LEP.
e Financial Partners.
e Departmentfor Communitiesand Local Government.
e InvestNorth East England.
e Northumberland County Council.
e Companysolicitors.
e Property database developers (Processors).

Data will typically be stored and processed withinthe European Economic Area (EEA) and will not
be shared with overseasrecipients. However, some of the services we use, specifically the database
Salesforce, will mean that your datamay be transferred to and stored in the United Statesand in
othercountries outside of the EEA. In this case the provider operates underthe EU Binding



Corporate Rules arrangement for data protection as approved by the European CommissionArticle
46 GDPR.

Can I see myrecords?

The General Data Protection Regulation 2018 allows you to find out whatinformationis held about
you, on paperand computerrecords. Thisis known as ‘right of subjectaccess’and appliesto your
Advance records, alongwith all other personal records.

If you wish to see a copy of yourrecords you should contact the Data Protection officerat Advance
0on 01670 528 400 orat email dpo@Advance-group.co.uk.

You are entitled toreceive a copy of yourrecords free of charge, withinamonth. In certain
circumstances accessto your records may be limited, forexample, if the records you have asked for
containinformation relating to another person.

Do | have Other Rights?
Data Protection laws gives you the right:

1. Tobeinformedwhy, where and how we use yourinformation.

2. Toaskforaccesstoyourinformation.

3. Toask forinformationto be corrected ifinaccurate orincomplete.

4. Toask foryour informationto be deleted orremovedwherethereisnoneedforusto
continue processingit.

5. Toask ustorestrictthe use of yourinformation.

6. To ask us to copy or transferyourinformation fromone IT systemto anotherin a safe and
secure way, withoutimpacting the quality of the information.

7. To objecttohow yourinformationisused.

8. To challengeanydecisions made without human intervention(automated decision
making).

9. Tolodge acomplaintwiththe Information Commissioner’s Office whose contact details are
below.

10. Ifourprocessingisbased upon yourconsent, to withdraw your consent.

Further information

If you would like to know more about how we use yourinformation, orif forany reason you do not
wishto have your information usedin any of the ways described here pleasetellus. Please contact
the Data Protection Officeron 01670 528 400 or email dpo@advancenorthumberland.co.uk.

Details of the Information Commissioner can be found at: https://ico.org.uk/




