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advice and offer support to you and 
our other customers. We treat any 
information given to us in strictest 
confidence and in line with Data 
Protection law.

Whose personal information 
do we handle?

We handle your personal 
information as a tenant and we 
also need to handle information 
about who else lives in your 
home as well as any carers, family 
members or other people you have 
told us we can contact. 
We also hold personal information 
about people on the housing 
register, our employees, 
volunteers, board members and 
other business related contacts. 
We only handle personal 
information where there is good 
reason to, which the next section 
explains.

Handling personal 
information

As a tenant of Cartrefi Conwy we 
will ask you to give us personal 
information (sometimes referred 
to as personal data) about yourself 
and people who live with you. We 
are committed to keeping this 
personal information safe and 
secure.
This leaflet explains what we use 
personal information for and how 
we take care of it. It is only a guide 
and does not give full details of all 
your data protection rights. A full 
guide of what we do with personal 
information can be found in the 
Privacy Policy on our website. 
www.cartreficonwy.org/privacy-
policy

How do we use personal 
information?

We collect, process and store 
personal information so that we 
can provide housing and other 
related services. We use it in 
different ways to help us make 
decisions about how we let, rent 
and lease homes, give appropriate 

What personal information 
might we hold about you?

We only hold personal information 
that is relevant to our role as a 
social landlord. We need your 
personal details so that we are 
able to manage your tenancy 
appropriately and provide a good 
level of customer service. Examples 
of information we hold are: 
• Contact details so we can get in 

touch; 
• Financial and income details so 

we can help you manage your 
rent and give you support;

• Medical or health information so 
we can adapt services to fit your 
needs and assess how suitable 
different types of housing are for 
you.

Where do we get personal 
information from?

Most of your personal information 
is provided directly by you when 
you apply for a home and when you 
move into one of our homes. We 
gather extra information as part of 
our day-to-day contact with you. 
We may also get information from 
your local council, credit reference 
agencies, health and social welfare 
organisations and others that you 
have asked to act on your behalf.

How do we handle your 
information?

We have processes in place 
to make sure your personal 
information is handled securely 
and lawfully. These cover the 
information we handle internally as 
well as how we share information 
with other relevant organisations.
When dealing with your personal 
information, we will:
• tell you why we need your 

information and what we will use 
it for

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

• only keep what we need to 
provide services to you 

• keep only the personal 
information we need to meet our 
legal obligations

• aim to make sure your personal 
information is accurate and up to 
date 

• delete or destroy personal 
information about you when 
we no longer need it, using our 
procedures for keeping and 
deleting information.
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How do we protect personal 
information?

We take the safety and security of 
all personal information we handle 
very seriously. We have strong 
computer systems in place which 
we keep up to date against any new 
risks, to protect the information 
stored on them. We work hard to 
make sure that we always consider 
data safety and security. Our 
employees get regular training on 
the importance of handling data 
securely.

Who do we share personal 
information with?

To help us manage your 
tenancy, we may share your 
personal information with other 
organisations, but only where 
there is clear reason to do so or 
you have given us your permission. 
An example could be sharing your 
contact details with a maintenance 
company to organise a repair or 
sharing your details with the Fire 
service if you need a Home Fire 
Safety Check. If we do share your 
personal information, it will only 
be enough to make sure the task 
can be completed. For example, we 
would send your name and address 
to the company that prints and 
sends out our tenant newsletter, 
but we wouldn’t share your rent 
account information with them as 
that isn’t relevant. We also make 
sure that the organisations that 

we share personal information 
with understand the importance of 
handling it safely and securely.

How long do we hold your 
information for?

We will hold personal information 
no longer than is necessary and 
using our procedures for keeping and 
deleting information to make that 
decision. When we destroy or delete 
information we do so securely.

How do we keep your 
information up to date?

It is important that the information 
we hold about you is kept up to 
date and accurate. We will check 
this with you from time to time, 
for example when you contact 
us to report a repair or pay your 
rent. You can also help us do this 
by letting us know if any of your 
details change. 
You can use the MyCartrefi tenant 
website to check your contact 
details are correct as well as 
manage your rent account. 
Sign up now at  
www.MyCartrefi.org 
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