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Access to Personal
Information

In day to day housing management matters
Cosmopolitan looks after information that is personal
and confidential and it is important to be aware of the
legal requirements and standards that must be upheld.

Legal Requirements

The Data Protection Act 1998 gives individuals a legal right
to see and check details about themselves, which are held
in the form of, computerised data.

The Association is therefore obliged to comply with them
for all our tenants and applicants.

All information held by the Association will be:

Obtained fairly.

Held for specific purposes.

Used for those purposes.
Relevant, accurate and up to date.
Not kept longer than necessary.
Protected against loss/disclosure.

Treated as confidential at all times.

Not revealed to third parties (except in specified
circumstances or with the authority of the tenant).

Access will be given to any tenant or applicant who
wants to see their personal information held on the
following documents:

@ Tenancy Files.

® Repair Files (where these include personal records of
statements by tenants on repair requests).



Personal rent accounts.
Processed applicants/nominations/referral papers.

°

°

@ Transfer papers.
@ Voluntary Purchase Grant files.
@ Right to Buy papers.

°

Former tenants/processed applicants files.

Access to this information should be made available
to:

Current tenants and licensees.

Former tenants/licensees who request information
within two years.

Applicants (including nominations/referrals).

Former tenants whose cases were processed
within the last two years.

Relatives/agents of all the above with the
tenants/applicant’s written consent.

N.B.: Statutory Agencies including Local Authorities
have a legal right to obtain information for tax
purposes, e.g. requests made by a Local Authority for
names, dates and forwarding addresses must be
supplied.

A full copy of the Access to Personal Information Policy is
available upon request.
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This document is available translated into your own language and
in large print, braille and audio tape on request.
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Waxaad kalood heli kataa dukumeentigani oo ku goran lugaddaada, fadlan
waxaad eegtaa “Kaaliyaha xaashida adeegyadena’ oo laga heli karo xafiiskani.

Ky dokument éshté poashtu i pérkthyer né gjuhén tuaj, ju lutemi shikoni
botimin “Udhézime pér shérbimet tona né fletpalosjet’, gé mund t'i gjeni né kété
L zyré, pér té dhéna.
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Cosmopolitan Housing Association is a Charitable Industrial and Provident Society.




