Applicant Personal Information Notice
Privacy information for prospective residential contract-holders, proposed occupiers, guarantors and other applicants. This notice explains how the landlord identified below uses personal information in connection with a Welsh letting application. Complete the bracketed choices and information, remove inapplicable processing and supply this notice when collecting information. It is not a request for blanket consent.
1 Who is responsible
Landlord data controller full legal name: ________________________________________
Postal address email address and telephone:____________________________________
________________________________________________________________________
Agent and its role separate controller joint controller or processor:____________________
________________________________________________________________________
Data protection contact and DPO if appointed or not applicable: _____________________
________________________________________________________________________
UK representative details if required or not applicable: _____________________________
________________________________________________________________________
Notice version and effective date: ________________________
2 Information we use and where it comes from

We use contact and identity information, application details, household and occupancy needs, relevant employment and affordability information, references, payment records and communications, but only where necessary for the purposes below. We obtain information from you and, where relevant, your nominated referees, employer, previous landlord, guarantor, letting agent, referencing provider, credit reference agency and appropriate public records. Record the actual third-party sources and categories below.
Actual sources providers data categories and any public sources: _____________________
_________________________________________________________________________
Do not provide unnecessary bank transactions, account credentials or unrelated sensitive information. We will explain what evidence is reasonably needed and accept suitable alternatives where appropriate. We do not apply England’s Right to Rent scheme to a Welsh property. Identity enquiries must be proportionate and handled without unlawful discrimination.

Purposes legal grounds and disclosures
3 Why we use information
We rely on the following legal grounds only where the processing is necessary and the stated conditions apply. For a guarantor or household member who is not the contracting applicant, identify the appropriate ground separately; the applicant’s contract is not a universal basis for everybody’s information.
	Purpose
	Legal ground and limits

	Respond to an application and prepare the proposed occupation contract
	Article 6(1)(b), steps at the applicant’s request before entering a contract, where applicable.

	Assess affordability verify references and reduce application fraud
	Article 6(1)(f), legitimate interests in selecting a suitable occupier and protecting property and funds. Assess necessity proportionality and individuals’ rights.

	Provide statutory deposit information and comply with applicable housing tax or regulatory duties
	Article 6(1)(c), legal obligation. Identify the actual obligation and information needed in the field below.

	Handle application complaints and establish exercise or defend legal claims
	Article 6(1)(f), legitimate interests in resolving disputes and protecting legal rights, subject to a documented balancing assessment.


Specific legal obligations and any additional purposes or grounds
________________________________________________________________________
We do not use this information for direct marketing under this notice. Any optional marketing arrangement must be explained separately, with an appropriate legal basis and electronic marketing compliance. We do not routinely request health, ethnicity, criminal history or other sensitive data. If such information is genuinely needed, for example to address an accessibility request, we will identify an additional Article 9 condition or Article 10 authority and provide tailored information before using it.
4 Who receives information
Only necessary information is shared with the agent, referencing and credit reference providers, nominated referees, guarantor where appropriate, professional advisers, deposit scheme, relevant authorities or courts for the purposes stated. Service providers receive only what they need and are subject to appropriate arrangements. Complete actual recipients, their roles and any separate privacy notices below. We do not disclose the entire application to everybody listed.
Actual recipients provider notices and relevant sharing purposes: ____________________
________________________________________________________________________
Retention transfers and application decisions
5 How long information is kept
Select and complete proportionate periods before issue. We do not keep all application data indefinitely or retain every document merely because a contract was granted. We may keep the minimum relevant evidence longer where a specific complaint, legal duty or claim requires it, recording the reason and reviewing the hold. Information no longer required is securely deleted or anonymised.
Unsuccessful or withdrawn applications retention period and starting point: ____________
________________________________________________________________________
Identity and affordability supporting documents deletion period: ______________________
________________________________________________________________________
Successful applications information carried into management records: ________________
________________________________________________________________________
Necessary tax dispute and legal evidence retention period and justification: ____________
________________________________________________________________________
Review arrangements and any specific legal hold criteria: __________________________
________________________________________________________________________
If an application succeeds, we will provide or update privacy information for management of the occupation contract before using information for materially different purposes. Any statutory retention duty is considered for the particular record; a general six-year period is not automatically necessary for every application document.
6 International transfers
Complete one accurate statement: [ ] No personal information is transferred outside the UK, including through overseas access or hosting. [ ] Transfers occur as described below. Do not select the first option without checking the agent, cloud storage and referencing suppliers.
Countries recipients adequacy status or other transfer safeguards: ___________________
________________________________________________________________________
How to obtain a copy of the safeguards and contact details: ________________________
________________________________________________________________________
7 Decisions about applications
Default practice for this template: a person reviews relevant information and makes the application decision. We do not make a decision with legal or similarly significant effects solely by automated processing. If that is not true, replace this paragraph before issue with a compliant explanation of the actual system, meaningful information about its logic, consequences, safeguards and how to seek human intervention or challenge a decision. A referencing score is not treated as automatically decisive under this default practice.
Your information rights and contact options
8 Your rights
Depending on the legal basis and circumstances, you may request access to your information, correction, erasure, restriction or data portability. These rights are not absolute. We may retain information where lawfully required, and we will explain any refusal and available complaint rights. If processing relies on consent, you may withdraw it at any time without affecting the lawfulness of earlier use.
Your right to object
You may object to processing based on legitimate interests, giving reasons relating to your situation. We will stop unless there are compelling legitimate grounds overriding your interests, rights and freedoms, or the information is needed for legal claims. If information is used for direct marketing, you may object at any time and that use must stop.
9 Information needed for an application
We need enough relevant information to assess and process your application fairly. If essential information is missing, we may be unable to complete checks or offer a contract. We will identify what is needed, why, and possible alternatives. A request for information does not itself mean the law obliges you to supply it. Optional information will be identified as optional and refusal will not automatically disqualify you.
Essential categories reasons alternatives and optional information: ___________________
________________________________________________________________________
10 Questions requests and complaints
Contact the landlord’s data protection contact in section 1 to ask questions, exercise rights or complain. We may need proportionate identity verification before releasing information. We normally respond to rights requests within one month, subject to lawful extensions or other applicable rules. You may complain to the Information Commissioner’s Office without first completing our complaints process.
Information Commissioner’s Office: https://ico.org.uk/make-a-complaint/
Telephone: 0303 123 1113
Postal address: Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.
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