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Privacy Policy

DISTRIBUTION
This Privacy Policy is communicated to all employees of Adelar Facilities Management Ltd and is available at the Head Office, on the internal shared drive, and within the company's management system. All employees are expected to understand and comply with this policy and should direct any questions to their line manager or a Director.
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1. INTRODUCTION
At Adelar Facilities Management Ltd, protecting personal information is fundamental to the way we conduct business. We are committed to processing personal data lawfully, fairly and transparently in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, the Privacy and Electronic Communications (EC Directive) Regulations 2003 (PECR) and other applicable legislation.
Adelar Facilities Management Ltd recognises that employees, customers, suppliers, contractors, applicants and other individuals trust us with their personal information. We are committed to maintaining that trust by implementing appropriate technical and organisational measures to safeguard personal data throughout its lifecycle.
This Privacy Policy explains how Adelar Facilities Management Ltd collects, uses, stores, shares and protects personal information and describes the rights available to individuals under applicable data protection legislation.
2. DATA CONTROLLER
The Data Controller responsible for the processing of personal information is:
Adelar Facilities Management Ltd

Registered Office:

Suite 12 Fountain House Fountain Lane Business Park, Fountain Lane, Oldbury, West Midlands, United Kingdom, B69 3BH

Company Registration Number: 15052960

ICO Registration Number: ZB611612
Email: sales@adelarltd.co.uk
3. DATA PROTECTION CONTACT
Any questions regarding this Privacy Policy or the processing of personal information should be directed to:
3.1. Data Protection Lead
Muhammad Adeel Rana
Email: sales@adelarltd.co.uk
Where required, requests relating to personal data, including Subject Access Requests, should be submitted using the above contact details.
4. POLICY STATEMENT
Adelar Facilities Management Ltd is committed to safeguarding the privacy and rights of employees, customers, suppliers, contractors, applicants and other individuals whose personal information we process.
Personal information will only be collected for specified, explicit and legitimate business purposes. It will be processed fairly, lawfully and transparently, kept accurate and up to date, protected through appropriate technical and organisational security measures, retained only for as long as necessary, and securely deleted or destroyed when no longer required.
Adelar Facilities Management Ltd is committed to continually improving its privacy management arrangements and maintaining compliance with applicable legal, contractual and regulatory obligations.
5. DATA PROTECTION PRINCIPLES
Adelar Facilities Management Ltd processes personal data in accordance with the principles set out within Article 5 of the UK GDPR.
Personal information will be:
· processed lawfully, fairly and transparently; 
· collected for specified, explicit and legitimate purposes; 
· adequate, relevant and limited to what is necessary; 
· accurate and kept up to date; 
· retained only for as long as necessary; 
· processed securely to maintain confidentiality, integrity and availability; and 
· processed in a manner that demonstrates accountability and compliance. 
6. OBJECTIVES
Adelar Facilities Management Ltd aims to:
· Comply with all applicable UK data protection legislation. 
· Protect the confidentiality, integrity and availability of personal information. 
· Ensure personal information is processed fairly, lawfully and transparently. 
· Clearly define responsibilities for processing personal data. 
· Prevent unauthorised access, disclosure, alteration or destruction of information. 
· Reduce the likelihood and impact of personal data breaches. 
· Meet contractual, regulatory and certification requirements. 
· Protect information received from customers, suppliers and third-party organisations, including credit reference agencies where applicable. 
· Promote continual improvement of privacy management practices.
7. SCOPE
This Privacy Policy applies to all employees, directors, temporary workers, agency staff, consultants, contractors, suppliers, business partners, applicants, visitors and third parties who process personal information on behalf of Adelar Facilities Management Ltd.
The policy applies to all personal information processed by the company regardless of format, including electronic records, paper records, CCTV recordings, emails, telephone recordings (where applicable), photographs, website information and any other media used for business purposes.
8. PERSONAL INFORMATION WE COLLECT
Depending upon our relationship with you, Adelar Facilities Management Ltd may collect and process the following categories of personal information:
· Full name 
· Home and correspondence addresses 
· Telephone numbers 
· Email addresses 
· Date of birth 
· Nationality and right to work documentation 
· Employment information 
· Job title 
· Qualifications and training records 
· DBS and screening information (where applicable) 
· Identification documents 
· Passport or driving licence information 
· National Insurance number 
· Payroll and pension information 
· Bank account details 
· Customer and supplier records 
· Financial information 
· Invoice and payment history 
· Credit reference information 
· Affordability information 
· Website usage information 
· IP addresses 
· Cookies 
· CCTV images 
· Visitor records 
· Vehicle registration details 
· Incident reports 
· Complaint records 
· Correspondence with the company 
· Any other personal information required for legitimate business purposes. 
Where necessary, the company may also process special category personal data, including health information or information required to meet legal obligations, employment requirements, safeguarding responsibilities or health and safety legislation. Such information will only be processed where an appropriate lawful basis and additional condition under the UK GDPR and the Data Protection Act 2018 applies.
9. SOURCE OF PERSONAL DATA
Adelar Facilities Management Ltd may obtain personal information from a variety of lawful sources including:
· directly from the individual; 
· customers and clients; 
· employers; 
· recruitment agencies; 
· employment references; 
· professional networking websites; 
· publicly available registers; 
· Companies House; 
· government departments; 
· regulatory authorities; 
· certification bodies; 
· insurance providers; 
· professional advisers; 
· credit reference agencies; 
· Creditsafe Business Solutions Limited; 
· TransUnion International UK Limited; 
· identity verification providers; 
· fraud prevention agencies; 
· third-party service providers supporting recruitment, screening, payroll, compliance, finance and business operations. 
Personal information will only be obtained where there is a lawful basis to do so.
10. LAWFUL BASIS FOR PROCESSING
Adelar Facilities Management Ltd processes personal information only where a lawful basis exists under Article 6 of the UK GDPR.
Processing may be carried out on one or more of the following lawful bases:
· performance of a contract; 
· entering into a contract; 
· compliance with a legal obligation; 
· protection of vital interests; 
· legitimate interests pursued by the company or a third party; 
· consent where required by law. 
Where consent is relied upon, individuals may withdraw their consent at any time without affecting the lawfulness of processing undertaken before consent was withdrawn.
11. LEGITIMATE INTERESTS
Where processing is based upon legitimate interests, Adelar Facilities Management Ltd has carefully balanced its legitimate business interests against the rights and freedoms of individuals.
Legitimate interests include:
· operating and managing the business; 
· providing products and services; 
· maintaining customer relationships; 
· fulfilling contractual obligations; 
· ensuring business continuity; 
· protecting company assets; 
· maintaining information security; 
· preventing fraud and financial crime; 
· verifying identity; 
· assessing creditworthiness where appropriate; 
· carrying out affordability assessments; 
· protecting information obtained from Credit Reference Agencies; 
· supporting audit, governance and compliance activities; 
· defending legal claims; and 
· improving business performance and customer service. 
Appropriate safeguards are implemented to ensure these legitimate interests do not override the rights and freedoms of individuals.
12. HOW WE USE PERSONAL INFORMATION
Adelar Facilities Management Ltd uses personal information for legitimate business purposes including:
· delivering products and services; 
· managing customer relationships; 
· administering contracts; 
· processing payments; 
· managing employment; 
· recruitment and onboarding; 
· complying with legal obligations; 
· protecting health and safety; 
· managing complaints; 
· maintaining security; 
· carrying out identity verification; 
· preventing fraud; 
· conducting credit reference and affordability assessments where appropriate; 
· complying with regulatory requirements; 
· obtaining and maintaining certifications and accreditations; 
· internal auditing; 
· business planning; 
· statistical analysis; 
· improving products, services and business operations. 
Personal information will never be used for purposes incompatible with those for which it was originally collected unless permitted by law.
13. CREDIT REFERENCE AND AFFORDABILITY CHECKS
To assess applications, establish business relationships, prevent fraud, verify identity and comply with legal and regulatory obligations, Adelar Facilities Management Ltd may obtain information from Credit Reference Agencies (CRAs).
Where consumer credit or identity information is required, Adelar Facilities Management Ltd obtains this information through Creditsafe Business Solutions Limited, which uses TransUnion International UK Limited as its data partner.
· Creditsafe Business Solutions Limited is authorised and regulated by the Financial Conduct Authority (FCA Firm Reference Number 742313). 
· TransUnion International UK Limited is authorised and regulated by the Financial Conduct Authority (FCA Firm Reference Number 737740). 
Information obtained may include:
· identity verification; 
· address history; 
· credit commitments; 
· payment history; 
· affordability indicators; 
· public record information; 
· insolvency information; 
· fraud prevention information; and 
· other information necessary to assess creditworthiness and business risk. 
This information is processed only where there is a lawful basis and solely for legitimate business purposes, including:
· identity verification; 
· fraud prevention; 
· creditworthiness assessment; 
· affordability assessment; 
· risk management; 
· compliance with legal obligations; and 
· protecting the legitimate interests of the company. 
Further information regarding the processing of personal information by Creditsafe and TransUnion is available from:
13.1. Creditsafe Transparency Notice
https://www.creditsafe.com/gb/en/legal/privacy-policy.html
13.2. TransUnion Privacy Notice
https://www.transunion.co.uk/legal/privacy-centre/pc-bureau
14. SHARING PERSONAL INFORMATION
Adelar Facilities Management Ltd only shares personal information where necessary and where there is a lawful basis to do so.
Information may be shared with:
· authorised employees; 
· directors; 
· professional advisers; 
· auditors; 
· insurers; 
· certification bodies; 
· accreditation bodies; 
· customers where contractually required; 
· suppliers; 
· subcontractors acting on behalf of the company; 
· payroll providers; 
· IT service providers; 
· cloud service providers; 
· recruitment providers; 
· identity verification providers; 
· Creditsafe Business Solutions Limited; 
· TransUnion International UK Limited; 
· government departments; 
· law enforcement agencies; 
· regulatory authorities; 
· courts and tribunals where legally required. 
Where third parties process personal information on behalf of Adelar Facilities Management Ltd, appropriate contractual and organisational safeguards will be implemented to ensure compliance with applicable data protection legislation.
Personal information will never be sold to third parties.
15. INTERNATIONAL DATA TRANSFERS
Adelar Facilities Management Ltd does not routinely transfer personal information outside the United Kingdom.
Where international transfers become necessary, the company will ensure that appropriate safeguards are implemented in accordance with the UK GDPR. Such safeguards may include:
· UK International Data Transfer Agreements (IDTA); 
· adequacy regulations; 
· approved contractual clauses; or 
· any other lawful transfer mechanism recognised under UK GDPR. 
Where cloud-based service providers process information outside the United Kingdom, Adelar Facilities Management Ltd will ensure appropriate contractual safeguards remain in place.
16. DATA SECURITY
Adelar Facilities Management Ltd is committed to maintaining the confidentiality, integrity and availability of personal information.
Appropriate technical and organisational measures are implemented, including where appropriate:
· role-based access controls; 
· password management; 
· multi-factor authentication; 
· encryption; 
· secure servers; 
· anti-virus protection; 
· firewalls; 
· secure backups; 
· vulnerability management; 
· physical security controls; 
· secure disposal procedures; 
· information classification; 
· confidentiality agreements; 
· staff awareness training; 
· regular monitoring; 
· internal audits; and 
· continual improvement of information security controls. 
Access to personal information is restricted to those individuals who require access to perform their authorised duties.
17. DATA RETENTION
Adelar Facilities Management Ltd retains personal information only for as long as necessary to fulfil the purposes for which it was collected, including satisfying legal, regulatory, contractual, accounting and business requirements.
Retention periods are determined by considering:
· legal obligations; 
· contractual requirements; 
· business needs; 
· regulatory expectations; 
· limitation periods; and 
· operational requirements. 
Personal information used for:
· identity verification; 
· credit reference checks; 
· affordability assessments; 
· fraud prevention; and 
· compliance activities 
will only be retained for as long as necessary before being securely deleted, anonymised or destroyed using appropriate disposal methods.
Secure disposal methods include secure deletion of electronic records, confidential shredding of paper records and destruction of storage media where appropriate.
18. INDIVIDUAL RIGHTS
Individuals whose personal information is processed by Adelar Facilities Management Ltd have rights under the UK GDPR, including the right to:
· be informed about how their personal information is used; 
· request access to their personal information (Subject Access Request); 
· request correction of inaccurate or incomplete information; 
· request erasure of personal information where applicable; 
· request restriction of processing; 
· object to processing carried out under legitimate interests; 
· request data portability where applicable; 
· withdraw consent where processing is based on consent; and 
· lodge a complaint with the Information Commissioner's Office (ICO). 
Subject Access Requests will normally be responded to within one month following verification of the applicant's identity, unless an extension is permitted under applicable legislation.
19. PROVISION OF PERSONAL DATA
The provision of certain personal information is necessary to enable Adelar Facilities Management Ltd to fulfil contractual, legal and regulatory obligations.
Personal information may be required to:
· enter into contracts with customers, suppliers or business partners; 
· deliver products and services; 
· process orders and payments; 
· administer employment; 
· verify identity; 
· carry out credit reference or affordability checks where appropriate; 
· prevent fraud; 
· comply with legal, regulatory, taxation and accounting requirements; and 
· protect the legitimate interests of the company. 
Where personal information is requested for optional purposes, such as marketing communications, individuals are under no obligation to provide that information and may withdraw their consent at any time.
20. CONSEQUENCES OF NOT PROVIDING PERSONAL DATA
Where personal information is required by law or contract, failure to provide the requested information may result in Adelar Facilities Management Ltd being unable to:
· enter into a contract; 
· provide products or services; 
· process an application; 
· complete identity verification; 
· undertake fraud prevention or compliance checks; 
· conduct creditworthiness or affordability assessments where required; 
· comply with legal or regulatory obligations; or 
· maintain an ongoing business relationship. 
As a result, applications, contracts or services may be delayed, restricted or declined.
21. COOKIES AND WEBSITE TECHNOLOGIES
Adelar Facilities Management Ltd may use cookies and similar technologies to improve website functionality, security, performance and user experience.
Where required by the Privacy and Electronic Communications (EC Directive) Regulations 2003 (PECR), consent will be obtained before non-essential cookies are placed on a user's device.
Further information is available within the Company's Cookie Policy.
22. AUTOMATED DECISION MAKING
Adelar Facilities Management Ltd may use automated systems and software to assist with fraud prevention, identity verification, affordability assessments, risk assessment, record management and compliance activities.
These systems may analyse information using predefined rules or algorithms to generate indicators, alerts or recommendations.
However, Adelar Facilities Management Ltd does not make decisions producing legal or similarly significant effects solely through automated processing.
Any significant decision is subject to meaningful human review.
Individuals have the right to request human intervention, express their views and challenge any decision where applicable under UK GDPR.
23. DATA BREACH MANAGEMENT
Any actual or suspected personal data breach must be reported immediately to management.
Adelar Facilities Management Ltd will:
· investigate the breach; 
· contain the incident; 
· assess the risks; 
· document the findings; 
· implement corrective actions; 
· notify affected individuals where required; and 
· notify the Information Commissioner's Office (ICO) without undue delay and, where required, within 72 hours of becoming aware of the breach. 
All breaches will be recorded and reviewed to identify opportunities for continual improvement.
24. TRAINING AND COMMUNICATION
Adelar Facilities Management Ltd will ensure all employees receive appropriate data protection and information security awareness training during induction and at regular intervals thereafter.
Additional training will be provided where responsibilities change or legislative, contractual or regulatory requirements are updated.
This Privacy Policy will be communicated throughout the organisation and made available to all employees.
25. RESPONSIBILITIES
The Managing Director has overall responsibility for ensuring compliance with this Privacy Policy.
Managers are responsible for implementing the policy within their areas of responsibility and ensuring employees understand their obligations.
Employees, contractors, agency workers and anyone processing personal information on behalf of Adelar Facilities Management Ltd are responsible for:
· complying with this policy; 
· protecting personal information; 
· reporting suspected data breaches; 
· completing required training; and 
· following company procedures relating to information security and privacy. 
26. MONITORING AND REVIEW
Compliance with this Privacy Policy may be monitored through:
· internal audits; 
· management reviews; 
· compliance inspections; 
· customer feedback; 
· certification assessments; 
· incident investigations; and 
· continual improvement activities. 
The policy shall be reviewed at least annually, or sooner where legal, regulatory, contractual or operational changes require revision.
27. BREACH OF POLICY
Failure to comply with this Privacy Policy may result in:
· disciplinary action; 
· termination of employment or contract; 
· withdrawal of system access; 
· legal proceedings; 
· regulatory reporting; and 
· any other action considered appropriate under applicable legislation or contractual obligations.
28. REFERENCES
This Privacy Policy has been prepared with reference to, and shall be interpreted in accordance with, the following legislation and guidance where applicable:
· UK General Data Protection Regulation (UK GDPR) 
· Data Protection Act 2018 
· Privacy and Electronic Communications (EC Directive) Regulations 2003 (PECR) 
· Human Rights Act 1998 
· Computer Misuse Act 1990 
· Information Commissioner's Office (ICO) Guidance 
· ISO/IEC 27001 Information Security Management Systems 
· ISO/IEC 27701 Privacy Information Management 
· Creditsafe Transparency Notice 
· TransUnion Privacy Notice


Muhammad Adeel Rana
Managing Director

Approval Date: 01/01/2026
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