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PRIVACY NOTICE

If you use any of our professional services we will need to collect, recwtdise your personal data in order
to provide the best possible service to you and fulfil any contractual or legal obligations.

We wi | | al ways explain clearly what data we’'re ¢
is relevant andhecessary.

Your trust is very important to us, so we are committed to keeping your data safe and secure.

This Privacy Notice tells you what to expect when Gareth L Edwards Ltd collects personal information. It applie
to information we collect about:

Sales: (Vendors, Purchasers, Applicants)

What information will we ask for and what will we do with it?

1) Applicants:
1 Gareth L Edwards Ltd will either receive your information directly from you or via a thirdvpelsite
(property portals) when you request information via one of these sites.
1 We will ask for your name, contact details, property preferences and price range. We will also ask if
you want to receive information about any other properties which maypbiaterest to you.
1 You can opt out of receiving marketing emails at any time, by clicking on a link within the email or by
contacting a member of our sales team.

2) Vendors and Purchasers:

When you enter into a sales agreement we will ask you to proadestthe personal information described
below, which we will need to provide you with the highality service you require, to ultimately facilitate the
successful marketing and sale of a property.

Names and addresses

Contact telephone numbers

Email adresses

Personal identification information and documentation
Property preferences

Selling or buying position

Details of Solicitor / Financial Advisor
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If you are selling a property, we will also ask Information about the property-peosonal data).

In all cases we will hold your personal information securely, either in hard copy on our property files on locked
premises or digitally within our secure software, managed by an independent IT company.

Who will your information be shared with?

We will provide it to others only where it is required and as outlined below, or in accordance with your
stipulated wishes.

Specifically, we will hold and use your information in the manner outlined under the headings-elow

)l

Identification Details - We may hold copies of your photographic identity documents and at
least one document that confirms your home address. It assists us to ensure we are dealing
with the owners of the property and we are not becoming involved in any money laundering
situation.

Prospective Buyers —\Whilst we may advise any prospective buyers whether ortinetvendor

is in a chain, no other personal information relating to the vendor will be disclosed at this stage.
Basic information about your property will be provided to anyone who makes an enquiry to us
about potentially viewing or purchasing your proper This information will include the
property details we produced and any other relevant information you provide to us including
the information in any property information questionnaire you complete for us.

Viewings - We will organise viewings on youelalf, to suit you and the viewer. Where we are
conducting the viewing for you, it is important that you check your property prior to the viewing
to ensure that any personal information you would not wish a viewer to see is removed.
Negotiating with Prospective Buyers and Handling Offers to Purchase the Property - We will
negotiate with prospective buyers and take offers from them. This process will involve
providing potential buyers or vendors with the position of the other party to facilitate a
successfl negotiation. We will only provide relevant and necessary personal information
where the potential buyer or vendor is happy for us to do so. We will not give potential buyers
any information which could prejudice the negotiation process. You should emtisate/ou

treat any information we provide to you as confidential and it must not be passed on or shared
with any other person or business.

Agreed Sale - Once a sale is agreed we will provide your personal contact information to the
buyer and the solicits acting for both parties. We may provide your contact information to
various professionals that may be acting for the buyer, such as surveyors and contractors
wanting access to the property to produce estimates, etc. We will discuss the sale of your
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property with any other necessary parties once a sale is agreed in order to facilitate exchange
of contracts and completion of the sale.

We will not share your information with anyone else unless we have a legal obligation or the information is
required for acriminal investigation.

We may also ask any vendors if they wish to remain on our mailing list so that we can advise them of any
properties or services which may be of interest to them in the future. You can opt out of receiving marketing
emails at anyime, by clicking on a link within the email or by contacting a member of our sales team.

How long will we keep your information for?

We will retain the personal information we hold for 7 years, because the time limit for any party to initiate
civil ation against us should they believe they have a claim is 6 years. We have decided to retain the
information for an additional year, in the event that a late claim is allowed.

1) Lettings (Landlords and potential landlords)

What information will we ask forand what will we do with it?

When you enter into an agreement with us we will ask you to provide to us the personal information described
below, which we will need to provide you with the highality service you require, to ultimately facilitate the
suaessful rental and/or property management services.

Names and addresses

Contact telephone numbers

Email addresses

Personal identification information and documentation
Bank details

Mortgage information

Accountant details

Deposit Scheme Number

Information about the property

Rent Smart Wales Registration number or licence
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In all cases we will hold your personal information securely, either in hard copy on our property files within
locked premises or digitally within our secure software, mandgedn independent IT company.
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Who will your information be shared with?

We will provide it to others only where it is required and as outlined below, or in accordance with your
stipulated wishes.

Specifically, we will hold and use your informatiorthe following manner:

1 Identification Details —\We may hold copies of your photographic identity documents and at least one
document that confirms your home address. This is required to protect our position and look after your
interests. It assists u® ensure we are dealing with the owners of the property and we are not
becoming involved in any money laundering situation.

1 Prospective Tenants —No personal information relating to the landlord will be passed to any potential
applicant. Basic informain about your property will be provided to anyone who makes an enquiry
about potentially viewing or letting your property. This information will include the property details
we produced and any information you provide to us in a property information questiire.

1 Viewings —We will organise viewings on your behalf, to suit you, the viewer and any tenant who may
be residing at the property. Where we are conducting the viewing for you, it is important that you (or
any tenant) check the property prior to theewing to ensure that any personal information you would
not wish a viewer to see is removed. We do not pass any personal information relating to the landlord
to anyone viewing a property.

1 Negotiating with prospective tenants — We may negotiate with prgpective tenants. This process will
involve providing potential tenants with relevant information to facilitate a successful negotiation, only
where the landlord is happy for us to do so. No information will be passed which may prejudice the
negotiation pocess.

1 Tenancy Applicants — We will deal with applicants to ensure we provide you with appropriate
information to decide on the acceptability of the applicant. This will involve providing you with relevant
and necessary personal information about the applicant. The applicantslgrenformed about what
information is provided to you. You must ensure that you treat any information we provide to you as
confidential and it must not be passed on or shared with any other person or business or used for any
purpose other than the tenagy. Additionally, you must delete it when it is no longer required.

1 Tenants —Once a tenancy is agreed we will provide the tenant with your personal contact information
if you have entered into a let only contract as there is a legal requirement to sldtlyiou are entering
into a managed let, we will provide only your name to the tenant.

1 Sub-Contractors — We may subcontract out some of the services we provide to you under this
agreement such as viewings, erection of TO LET boards, inventory checks and property inspection:
during tenancies. A list of the third party subcontractors is available on requésill only provide
relevant and necessary personal information to these-sabtractors.
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1 Contractors — We hold a list of preferred contractors who we may use to provide services to you at the
property we are marketing and/or managing. We may obtaitinestes / quotes for work from these
contractors and we may instruct them to carry out work on your behalf. To do this we will provide the
appropriate personal information they need to provide the required services. A full list of these
contractors is avéable upon request. All our contractors are party to a Data Processing Agreement
which ensures compliance with the General Data Protection Regulation.

1 If you wish to use your own contractor, we will undertake a questionnaire with them before we pass
anyper sonal i nformation. Thi s i s i n order t o
appropriately and lawfully. If we are not satisfied, no information will be passed and you will be made
aware so that other arrangements can be made.

1 Utility suppliers — We will provide your details to the appropriate utility suppliers, as and when it is
required in order to ensure correct billing from the suppliers. This is in the legitimate interest of both
landlord and tenant.

Your details will be added to owrldlord mailing list so that we can make you aware of any important legal
information or any other requirement which is relevant to you.

We may also ask you if you want to be added to any other mailing list so that we can send you information
regarding oher relevant services or offers which may be of interest to you. You will be able to unsubscribe to
these emails at any time by clicking on a link within the email or by contacting a member of the lettings team.

How long will we keep your information fi®

We will retain the personal information we hold for up to 7 years, because the time limit for any party to
initiate civil action against us should they believe they have a claim is 6 years. We have decided to retain the
information for an additional @ar, in the event that a late claim is allowed.

Lettings (tenants and prospective tenants, including guarantors)

What information will we ask for and what will we do with it?

By entering into a tenancy agreement or a proposed tenancy agreement witladlord we will ask you for
the personal information described below, which we will need to provide you with the-dughty service
you require, to ultimately ensure your residency runs smoothly.

V Names and addresses

V Date of birth

V Contact telephone numbers
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Email addresses

Personal identification information and documentation

Bank details

Occupation

Annual income

Details of any Bankruptcy, IVAs or CCJs

Details of a guarantor, next of kin and any other relevant people
Post terancy contact details

<LK <LKLK<LKLKKLK KL

In all cases we will hold your personal information securely, either in hard copy on our property files within
locked premises, or digitally within our secure software, managed by an independent IT company.

Who will your informationbe shared with?

We will provide it to others only where it is required and as outlined below, or in accordance with your
stipulated wishes.

Specifically, we will hold and use your information in the following manner:

1 Identification Details — We may lold copies of your photographic identity documents and at
least one document that confirms your home address. This is required to protect our position
and look after your interests.

1 Tenancy Application Forms — This information is required in order for t@ndlord to make an
informed decision on the outcome of the application. We do not pass your contact details to
the landlord. The landlord is advised that they must treat your information with confidence,
store it securely and not use if for any other pase other than the tenancy. They are
reminded to delete it when it is no longer required.

1 Tenancy Agreements and other related documents —Once a tenancy is agreed we will provide
a copy of the tenancy agreement and any other related documents to @amntcthe landlord.

This is required for the purposes of the contract.

1 Sub-Contractors — We may use swuoontractors to carry out maintenance or repair work on
the property, or conduct inventory checks and property inspections during tenancy. A list of
the third party subcontractors is available on request. If you report an issue with the property,
your name, address and contact details will be passed to an appropriate approved contractor.
All our approved contractors have signed an agreement in relatidghedawful processing of
your information. If the landlord wishes to use their own contractor with whom we do not have
an agreement with, we will undertake a telephone guestionnaire with the contractor before
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any personal information is passed, in order énsure that they treat your personal
information appropriately and lawfully.

1 Utility Suppliers —We will provide your details to the appropriate utility suppliers, as and when
it is required to ensure correct billing from the suppliers. This is indggiinate interests of
both landlord and tenant.

1 Let Alliance — We may share relevant information with Let Alliance during the application
process for referencing purposes.

1 Proof of Funds — If these documents are required, the prospective tenant or guarantor can
either send them directly to Let Alliance or alternatively we will pass this information to Let
Alliance on your behalf.

1 Rent on Time — If your landlord has signed up with Rent dime, your information may be
shared with Rent on Time (Let Alliance) for the purposes of providing this service to the
landlord and for any associated legal purposes. We may ask you if you would like us to add
your details to any of our mailing lists #tat we can send you information regarding other
relevant services you may be interested in. You will be able to unsubscribe to these emails at
any time by clicking on the link within the email, or contacting a member of our lettings team.

How long will we keep your information for?

If you enter into a contract with one of our landlords, we will retain the personal information we hold for up
to 7 years, because the time limit for any party to initiate civil action against us should they believe they have
a claim is 6 years. We have decided to retain the information for an additional year, in the event that a late
claim is allowed.

If you apply for a tenancy and are unsuccessful, we will keep your information for a period of six months.

Valuations, Surveys and Professional Services

What information will we ask for and what will we do with it?

GLE offer valuations, survegsd professional services for all types of property. We will ask you or your
representative for your name, address, telephone number and email address. Will we use this information for
the sole purpose of contacting you in relation to the service you hegeested.

In all cases we will hold your personal information securely, either in hard copy on our property files within
locked premises or digitally within our secure software, managed by an independent IT company.

zooplo @PrimeLocation.com ~ rightm()ve



CELEBRATING
50 YEARS
Of Selling Your Home

01656 653274

www.garethledwards.com

Who will your information be sheed with?

We will not share your information with anyone other than your representative, unless we are required to do
so by law.

How long will we keep your information for?

We will keep your information for 15 years as provided by the Limitatiori 989.
Job applicants and employees

What information will we ask for and what will we do with it?

All of the information you provide during the application process will only be used for the purpose of
progressing your application, or to fulfil legal or regulatory requirements if necessary.

The information you provide will be held securely by us whetheritifigmation is in electronic or physical
format.

We will use the contact details you provide to us to contact you to progress your application. We will use the
other information you provide to assess your suitability for the role you have applied swillVask you for

your CV if you are interested in applying for a job vacancy. We do not collect more information than we need
to fulfil our stated purposes and will not retain it for longer than is necessary.

Your CV will be used to assess your suitgldor employment. We may also require additional information
for the stated purpose. You don’'t have to provid
don’ t .

If your application is successful, we will retain a copy of your CVIaaask for the following information:

Date of birth

National Insurance Number

Nationality

Ethnic origin

A copy of your identification

Details of any student loan

Bank details

Driving licence

Details of any motor convictions and insurance.

Zoopla @) PprimeLoctioncom § rightmove
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Sex

Marital status
Disabilities
Next of Kin
Referees

<K<K <LKKL

This information is required for the purposes of entering iatgontract of employment with us or for any
legal obligation imposed on us. We also ask you if you have any disabilities so that we can provide any
reasonable adjustments and your next of kin details so that we know who to contact in an emergency.

How do we decide who to employ?

All CVs submitted are assessed by a Director. We do not use any form of automated decision making.

Who will my information be shared with?

We will not share any of the information you provide during the recruitment prosésany third parties for
marketing purposes or store any of your information outside of the European Economic Area.
We may contact the referees listed on your CV.

We share relevant information rel at i n glegalobligatioms. e my
We al so share relevant information relating to o
(NEST). We do this in order to enrol you in a pension scheme. If you become a GLE fleet driver, we will shai
your information wih our insurance broker for insurance purposes. We also share your name, National
Insurance Number and salary details with our accountant, in order to complete statutory financial statements.

How long will my information be kept for?

Unsuccessful CVdlindeleted promptly.
All employee information will be kept for a period of 7 years after the employment contract has ceased. This
retention period is necessary for compliance with legal requirements.

Visitors to our website
The website may contain links to other websites. Please note that we have no control over how your data is

collected, stored, or used by other websites and we advise you to check the policies of any such websites
before providing any data to them.
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The rights you have in relation to your data
You have the following rights in relation to data held about you:

1 A right to be informed about our collection and use of personal information;

1 Aright of access to the personal information we hold about you;

1 A right to rectification if any personal information we hold about you is inaccurate or
incomplete;

1 Arright to ask us to delete any personal information held about you unless we are obliged to
retain the information for other legal reasons;

1 A-right to restrict or prevent the processing of your personal information;

1 A right to data portability (obtaining a copy of your data teuse with another service or
organisation);

1 A right to object to the use of your data for particular purposes.

If you wish toexercise any of these rights, please contact usbrdgend@garethledwards.com or by
telephone o0n01656 653274. You may be asked to provide proof of identity.

Storage of your Data
Your data will only be stored in the UK. Our servers are based in the UK
Changes to our Policies

We recommend that you check this page regularly to keepougate, as we reserve the right to amend this
Policy from time to time.

Complaints

If you have any cause for complaint about our use of your personal data, ple@sact us at
bridgend@garethledwards.com or by telephone 0101656 653274.

We will address your concerns and attempt to solve the problem to your satisfaction. You also have the right
to |lodge a complaint with tdwew.itombvak mati on Commi s

For further information about your rights, pleas:
Citizens Advice Bureau.
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Identity of Data Controller

The Data Controller is Miss Rhiadwards, Company Secretary.
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