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Radian is committed to keeping your personal
information safe and secure.

This leaflet explains what we use your personal

information for and how we take care of it.
It is only a guide to data protection and does
not give full details of all your rights.

Protecting you! The Data Protection Act 1998

We ensure that the way we hold and process your information
meets the eight principles of the Data Protection Act. These state
that information about you must:

* be fairly and lawfully processed

* be used for limited purposes

* be adequate, relevant and not excessive

* be accurate and up to date

* not be kept for longer than is necessary

* be processed in line with your rights

* be kept secure

* not be transferred to other countries except with adequate protection.

In other words, we must act in a fair and lawful manner in the way
we get, keep and handle information about you. We must use only
what we need; make sure it is accurate; keep it safe; and dispose
of it securely as soon as we have finished with it. We must do
these things by law.



To help us provide services well, we collect, process and store
personal information about applicants, tenants and other customers.
We treat any information you give us in strictest confidence and in
line with the Data Protection Act.

tell you whenever possible why we need your information and
what we use it for

only use your personal information for what we have said we
will use it for

keep only the personal information we need for the purpose of
providing services to you or meeting our legal obligations

make sure your personal information is accurate and up to date -
please help us do this by telling us if any of your details change

delete or destroy personal information about you when we no
longer need it, in line with our retention and disposal procedures.




What information do we hold about you?

Examples of personal information would be names
and birth dates of people in your household,
telephone numbers, or rent payment history. Some

of the information we collect is more sensitive, and
is classified as ‘sensitive personal data’ under the
Data Protection Act.

Why do we collect sensitive information?

Sensitive personal data is strictly confidential and is only made
available to people who deal directly with your housing, support or care.

We collect information about things like your age,
gender, sexuality, race, religion, disabilities to:

* ensure we provide the services you need when and where you
most need them

« supply statistical information to our regulators. We present this in a
way that does not identify you.

We need medical or health information to:

» assess your suitability and need for housing

* ensure we can provide the assistance you may need in an emergency
 adapt services to fit your needs.

To protect our staff, we sometimes prefer them to make visits with a
colleague rather than alone. If this applies in your case, we note it
on our records and write to let you know why.



We are committed to the highest standards of security and
confidentiality when holding your personal information. All personal
information we receive from you or a third party (such as a doctor or
social worker) is treated as strictly confidential. We will not disclose
anything given to us in confidence unless you agree to this. The
only exception to this rule is where the law requires us to share
information with the police, councils or other landlords, for example
to prevent or deal with anti-social behaviour, crime and fraud.

We must report how we use personal information to the Information
Commissioner, who is responsible for making sure that information
is collected, held and used in line with the Data Protection Act 1998.

If you phone our offices to talk about your rent account or personal
matters related to your tenancy, we will ask you certain questions
to prove your identity before we answer your enquiry. We want to
be sure that we do not disclose personal information about you to
another person by mistake.




How long will we store your information?

In line with the Data Protection Act 1998, we
will not keep personal information for longer

than is necessary. When we destroy or delete
information we do so securely.

Who to contact if you feel we have not protected
your information

If you think we have broken any principles of the Data Protection
Act, you can ask the Information Commissioner’s Office to look
into the matter.

Your rights to see and change your
personal information

The Data Protection Act allows you to find out what information we
hold about you.

« if we hold personal information about you
* to provide you with a copy of any information you are entitled to
* to tell you what we use the information for and who we share it with

* o amend incorrect information.

K



How can you access your personal
information?

Please write to us with any request for access to personal
information we hold about you. We may need to ask for proof of
your identity before we can provide the information.

To cover our administration costs, we normally charge a fee of £10
for providing information.

We will deal with your request within 40 days of receiving it.

There is some information we cannot legally disclose to you; for
example, if disclosing it would affect the way a police investigation
or a criminal prosecution is carried out. Also, we must not disclose
information to you about another individual.

For more information or to receive a copy of
our Data Protection policy, please contact our
Data Protection Officer at the address below.
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Phone: 0300 123 1567




This document is about how we protect your data. If you would like this or other
documents translated please contact us. We use Language Line for telephone
translations.
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Dieses Dokument befasst sich damit wie wir lhre Daten schiitzen. Wenn Sie die deutsche

Ubersetzung von diesem oder einem anderen Dokument wiinschen, kontaktieren Sie
uns bitte. Wir verwenden fiir unseren Telefon-Dolmetscherservice.
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Ten dokument mowi o tym, jak chronimy Panstwa dane. Jezeli chcieliby Panstwo
uzyskac ttumaczenie tego lub innych dokumentéw na jezyk polski, uprzejmie prosimy o
kontakt. Korzystamy takze z ustugi ttumaczen telefonicznych.
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Dukumeentigaani waxa uu ku saabsan yahay sida loo dhowro macluumaadkaaga. Haddii
aad jeclaan lahayd in dukumeentigaan ama kuwo kale laguugu turjumo Soomaali, fadlan
nala soo xidhiidh. Waxaanu turjumaadanada telefoonka u isticmaalaa Khadka Luugadda.

Bu dokiiman bilgilerinizi nasil koruyoruz dokiimanimizdir. Bu dokiimanin ya da baska
dokiumanlarin Tirkge’ye terciime edilmesini istiyorsaniz, liitfen bizimle irtibata geciniz.
Telefon goriigmelerinin terciimesi i¢in Dil Hatt’’n1 kullaniyoruz.
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Radian, Collins House, Bishopstoke Road,
Eastleigh, Hampshire, SO50 6AD

Phone: 0300 123 1567 @
Email: radiandirect@radian.co.uk RADIAN

Web: www.radian.co.uk where people flourish




