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AIIC Factsheet – UK GDPR for Independent Inventory Clerks
A light-touch, practical approach for small businesses
Following our recent webinar with senior officers from the Information Commissioner’s Office (ICO), one message came through loud and clear:
Small businesses must be compliant – but GDPR should be approached proportionately, without reams of unnecessary documents.
The ICO is not expecting complex policies or corporate-style frameworks from independent clerks or small agencies.
This factsheet summarises the key actions members should take, based on what the ICO highlighted as the essentials.

1. Understand what personal data you actually hold
Inventory clerks typically process a limited range of personal data, including:
· Tenant names and contact details
· Landlord/agent contact details
· Access information
· Images and descriptions of occupied rooms (which may contain identifiable personal items)
The ICO stressed that small businesses should map only what is necessary, keeping things proportionate and simple.




2. Create (or update) a simple Privacy Notice
Every clerk, landlord or agent must have a clear, accessible Privacy Notice explaining:
· What data you collect
· Why you collect it
· How long you keep it
· Who you share it with (e.g., agents, landlords, deposit schemes)
· How someone can exercise their rights
To make this simple, the ICO specifically directed members to their Privacy Notice Generator:
👉 ICO Privacy Notice Creator:
https://ico.org.uk/for-organisations/advice-for-small-organisations/privacy-notices-and-cookies/create-your-own-privacy-notice/
You simply answer a short set of questions and the tool produces a compliant notice ideal for use on your website, booking form or reports.

3. Check whether you must pay the ICO Data Protection Fee
Most inventory clerks do need to pay the annual ICO fee, but not all.
The ICO officers emphasised that this is a legal requirement, but the amount is small and proportionate for micro-businesses.
Use their tool to determine your status:
👉 ICO Fee Self-Assessment Tool:
https://ico.org.uk/for-organisations/data-protection-fee/data-protection-fee-self-assessment/
This takes less than two minutes and ensures you know whether you must register and what fee band applies.


4. Keep only the minimum records required
The ICO reinforced that a light-touch approach is sufficient for small operations.
You do not need a complex GDPR manual.
Focus on maintaining only the essentials:
Mandatory records for most small inventory businesses
· A privacy notice (see tool above)
· A simple retention policy (even a short paragraph stating how long reports and photos are kept is fine)
· Written contracts with any data processors you use (e.g., report platforms, cloud storage, outsourced clerks)
· Include information in your report disclaimers about where tenants and landlords can find your Privacy Notice and Retention Policy
(e.g. “Full Privacy Notice available at: www.example.co.uk/privacy”)
The ICO stressed that “perfect” documentation is not the expectation – sensible, proportionate practices are.

5. Be transparent with tenants
Tenants must know:
· Who you are
· Why their data is being collected
· That photos may include personal possessions
· How long images will be kept
· Who the report will be shared with
A link to your Privacy Notice on your booking confirmation or first contact message is usually sufficient.




6. Keep data secure using common-sense steps
The ICO expects clerks to take:
· Strong passwords
· Up-to-date devices
· Secure cloud storage
· Limited sharing of reports
· Avoiding WhatsApp for sending reports or data
· Locking devices while on-site
For most clerks, this is already standard practice.

7. Know what to do if something goes wrong
You only need to record:
· What happened
· When it happened
· What you did about it
And you only need to report to the ICO if the breach creates a real risk to someone’s rights (e.g., sending a report containing sensitive tenant information to the wrong landlord).
Again, proportionate documentation is the expectation.

8. Don’t overthink it – keep GDPR simple
The ICO’s message was clear:
Small inventory clerks do not need complex frameworks. You just need to be transparent, secure, and proportionate.
Using the two ICO tools above will immediately put members on the right footing and remove unnecessary complexity.




9. Custom paragraph to adapt for your business
Here is a simple template that you can amend for your own operations:
[Your company name here] processes personal data in accordance with UK GDPR.
This includes ensuring transparency about why data is collected, how long it is retained, who it is shared with, and how it is stored securely.
You can view our privacy policy and retention periods here [web address for your privacy policy]

You should amend this statement to reflect your own business practices, retention periods, and any third parties involved in processing your data.
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