Advance Northumberland Developments Limited (Ascent Homes):

Privacy Notice for Approved Contractors

Everyone working for Advance Northumberland Developments Limited has alegal duty to keep and
processinformation aboutyouinaccordancewiththe law. Thissection aimsto explain why we ask
foryour personal information, how thatinformation will be used and how you can access your
records. Thisdocumentis specific to the Development Projects part of the business and is separate
from the Approved Contractors for the Advance Northumberand Commercial and Homes. If you are
a Contractor working for multiple parts of the business, pleasereferto the other documents (all
available viaourwebsite).

Why is informationrecorded about me?

We use information about Approved Contractorsto enable usto provide construction of new
housing and commercial buildings, and where applicable a customer care service by the new
homeowner/tenant. To fulfilour obligations, itis necessary for us to carry out specific building
maintenance. We keep records about Approved Contractorsto facilitate this, these records are a
combination of written (manual records), and computer based (electronicrecords). We also hold
financial information in ourin-housefinance database (QL).

These records may include:

. Basic details aboutyou, forexample your name, your business name and address, your
telephone number/s and email addresses.

. Unique identifiers, such as your home address.

. Your bank details.

. Copiesofinsurance certificates.

= Copiesof accreditations.

" Copiesof certificates.

. Copiesof quotations and tenders submitted.

. Copies of pre-qualification questionnaires.

. Copiesofyourinvoices.

. Contactwe have had with you, for example, meetings with Advance staff and copies of
correspondence.

. Notesand reports about your relevant circumstances.

Ll CCTVimages.

What is the information used for?

Yourinformationisusedinaninitial assessment of whetheryour business has the necessary skills
and competencesto become an Approved Supplier. Thisassessmentis carried out by checking
whetherthe information stated as mandatory has been supplied. We also assess the quality of the
information supplied. Thisisreviewed bythe Contracts Managers. Where necessary, this
informationisalsoreviewed by the Health and Safety Advisor.

Where abusinessisnotapprovedto become an approved supplier, the information is retained on
file, and noted as not approved.



Where abusinessisapproved, the informationisthen used principally to request quotations,
arrange works ordersand enterinto acontract with you. Asan Approved Contractor, we wouldhold
your PQQ submission, quotations, business cards, tender submissions, purchaseinvoicesand other
paperworkassociated with your services at Advance Northumberland Head Officein paperand
electronic format. Thiswould be accessed predominantly by our managementteamsfor
Construction and our Customer Care Service Department, and our Finance Team, but for clarity, the
information would be accessibleto all Advance staff.

Inallinstances, itisimportantyourrecords are accurate and up-to-date asthey will help ensure our
staff are able to provide you with the help, advice or supportyou need.

If you do not wantto provide us with information you should notapply to become an Approved
Contractor as we cannot process an application, or work with you subsequently without this
information.

How long is the informationused for?

In orderto use your personal dataas a Contractor, we rely on the legal basis of Article 6(2) (b) of the
General Data Protection Regulations, whichstates processing is necessary for the performance of a
contract with the data subjectorto take stepsto enterinto a contract. Your details will be keptfor
the duration of your approval as an Approved Contractorand then archived as perourRecord
Retention Policy.Processingis kepttoaminimumand will only be processed in accordance with the
law.

Sharingyour information

When othersuppliersare involved in the delivery of services, we may need to share details about
you to enable usto work together foryour benefit. Information will only be shared with third parties
if they have genuine and lawfulneed forit.

Occasions when yourinformation needs to be disclosed (shared) include:
. To carry out additional and necessary tasks at the same property at the same time.
. Where the health and safety of othersis at risk.
. Whenthe law requires us to pass oninformation under special circumstances.



Anyone who receivesinformationfrom us has a legal duty tokeepit confidential

We are requiredby law to report certain information to appropriate authorities —for example:
. Where aformal courtorderhas beenissued.
. Where we encounterinfectious diseases, which may be a public health concern.

Canl see myrecords?

The General Data Protection Regulation allows you to find out whatinformation is held about you,
on paperand computerrecords. Thisis known as ‘right of subjectaccess and appliesto yourrecords
with Advance Development Projects Ltd, along with all other personal records we hold.

If you wish to see a copy of your records you should submita Subject Access Request directly to The
Data Protection Officer at Wansbeck Workspace, Rotary Parkway, Ashington, Northumberland,
NE63 8QZ or by emailing dpo@advancenorthumberland.co.uk or by calling 01670 528400. You are
entitledtoreceiveacopy of yourrecords free of charge, within amonth. In certain circumstances
accesstoyourrecords may be limited, forexample, if the records you have asked for contain
information relating to another person.

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

1.  Tobeinformedwhy, where and how we use yourinformation.

2 To ask foraccessto your information.

3. To ask forinformation to be correctedifinaccurate orincomplete.

4 To ask foryour information to be deleted orremovedwherethere isnoneedforusto

continue processingit.

5. To ask us torestrictthe use of yourinformation.

6.  Toaskustocopyortransferyourinformation fromone IT systemto anotherin a safe
and secure way, withoutimpacting the quality of the information.

7. To objectto how yourinformationisused.

8.  Tochallengeanydecisions 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.

Furtherinformation

If you would like to know more about how we use yourinformation, orif forany reason you do not
wish to have your information used in any of the ways described in this section, please tellus. Please
contactthe Data Protection Officer on 01670 528400 or at email address
dpo®@advancenorthumberland.co.uk

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




