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(Applicants for paid and volunteer roles)
This Privacy Notice sets out information about how we process information about you in order to comply with the Data Protection Act 2018 and the UK General Data Protection Regulation. It tells you what to expect us to do with your personal information when you apply for a paid or volunteer role with Family Lives.
We’ll tell you:
· why we are able to process your information
· what purpose we are processing it for
· how long we store it for and where
· whether there are other recipients of your personal information
· whether we intend to transfer it to another country, and
· whether we do automated decision-making or profiling.
Family Lives is the controller for the personal information we process about you, unless otherwise stated.
About Family Lives: 
Family Lives, 15-17 The Broadway, Hatfield Hertfordshire, AL9 5HZ
Tel: 020 7553 3080

Family Lives is registered with the Information Commissioner’s Office as a Data Controller under number Z489744X. 
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[bookmark: how]How we use your information
This privacy notice tells you what to expect when Family Lives collects personal information about you. We are committed to protecting your personal information and being transparent about what we do with it. Family Lives takes appropriate technical and organisational measures to keep your data safe.  
Data which has been collected prior to the introduction of GDPR (25 May 2018) will be processed in accordance with this updated Privacy Notice.
[bookmark: why]Why we process your information
As part of any recruitment process, Family Lives collects and processes personal data. Our purpose for processing this information is to assess your suitability for a role you have applied for. If you apply for a role with Family Lives we will only use the information you supply to us to process your application and to monitor recruitment statistics.
[bookmark: what]
What information do we collect? 
We will collect a range of information about you, this may include:
· Your name, address and contact details, including email address and telephone number
· Details of your qualifications, skills, experience and employment history
· Information about your current salary
· Whether or not you have a disability for which we need to make reasonable adjustments during the recruitment process
· Information about your entitlement to work in the UK
· Equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health, and religion or belief.  
For some roles Family Lives is obliged to seek information about criminal convictions and offences. This is necessary to carry out our obligations and exercise specific rights in relation to employment.
[bookmark: collect]How do we collect your personal data?
We collect it in a variety of ways. For example, you may have filled in an application form, or submitted a CV or resume, you may have provided your passport details or other identification documents, or we may have collected it through interviews or other forms of assessment, like online tests.
We may also collect information about you from third parties, such as references supplied by former employers. In all cases the application process will make clear at what point we will be contacting third parties.
[bookmark: basis]Lawful basis for processing your data
For paid roles: we need to process your data in order to enter into a working agreement with you. In some cases we need to process your data to ensure we are complying with our legal obligations, eg checking an individual’s right to work in the UK.
The lawful basis we rely on for processing your personal data is article 6(1)(b) of the GDPR, which relates to processing necessary to perform a contract or to take steps at your request, before entering a contract. 
To process any special category data, such as health or ethnicity information, we rely on article 9(2)(b) of the GDPR relating to our obligations under employment law and safeguarding your fundamental rights, and article 9(2)(h) for assessing your work capacity as an employee. Any data about criminal convictions is processed to comply with our legal obligations under article 10 of the GDPR. 
Under the Data Protection Act 2018, we process data under Schedule 1 part 1(1) and (2)(a) and (b) which relates to processing for employment, the assessment of your working capacity and preventative or occupational medicine.
For volunteers: To process your personal data we rely on our legitimate interests. To process any special category data about you we will seek your consent. Any data about criminal convictions is processed to comply with our legal obligations under article 10 of the GDPR.
Family Lives will not use your personal information for any purpose other than the recruitment exercise for which you have applied.
[bookmark: long]How long will we keep your data?
Personal information about unsuccessful candidates will be held for six months after the recruitment exercise has been completed, it will then be destroyed. Interview notes for all unsuccessful applicants are destroyed after six months. We retain de-personalised statistical information about applicants to help inform our recruitment activities, but no individuals are identifiable from that data.
If your application is successful, personal data gathered during the recruitment process will be transferred to your personnel file and will be retained in accordance with our retention policy.
[bookmark: where]Where will we keep your data? 
Paid roles: Your personal information will be stored, securely, in several places: in our HR database and on other internal IT systems.
Volunteer roles: Your personal information will be stored securely in several places: our internal network and email system.
[bookmark: access]Who has access to your data? 
Your information will be shared internally for the purposes of the recruitment exercise. This includes members of the HR and recruitment team, interviewers involved in the recruitment process, managers in the business area with a vacancy and IT staff if access to the data is necessary for the performance of their roles.
As part of the recruitment process we may need to share your data with third parties in order to conduct any necessary background checks and vetting processes, such as contacting previous employers/referees to obtain a reference; and/or the Disclosure and Barring Service to conduct criminal record checks. As part of the recruitment process, we will make clear to you which checks will be required and at what stage of the process.
[bookmark: rights][bookmark: yourrights]Your rights to your data
Under data protection law, you have rights we need to make you aware of. The rights available to you depend on our reason for processing your information. You can find more information about this on the Information Commissioner’s Office website. 

· Accessing your data: You have the right to ask us for copies of your personal information. This right always applies. There are some exemptions, which means you may not always receive all the information we process.  
· Correcting your data: You have the right to ask us to rectify information you think is inaccurate. You also have the right to ask us to complete information you think is incomplete. This right always applies. 
· Erasing your data: You have the right to ask us to erase your personal information in certain circumstances.
· Restricting processing: You have the right to ask us to restrict the processing of your information in certain circumstances. 
· Object to processing: You have the right to object to processing if we are able to process your information because it is in our legitimate interests.  
· Data portability: This only applies to information you have given us. You have the right to ask that we transfer the information you gave us from one organisation to another, or give it to you. The right only applies if we are processing information based on your consent. 
You have a right to access data that Family Lives holds about you (personal data) and be given access to your information within 30 days of request in accordance with the Data Protection Act 2018 and the General Data Protection Regulations. You can request your personal information by email to info@familylives.org.uk or by writing to: Data Controller, Family Lives, 15-17 The Broadway, Hatfield, Hertfordshire, AL9 5HZ. 
There is no charge for this. It will help us to find your information if you can tell us something about the nature of your contact with us e.g. which service, your geographic area. We want to ensure that your personal information is accurate and up to date. You may ask us to correct or remove information you think is inaccurate. You may be asked to provide proof of your identity. 
[bookmark: complaints][bookmark: changes]Your right to lodge a complaint with a supervisory authority
If you have a complaint about the way we process your data, you have the right to complain to the Information Commissioner’s Office. Please see the ICO website for more information. 

Changes to this privacy notice
We regularly review and, where necessary, update our privacy information. You can see our full privacy notice for all our services here: https://www.familylives.org.uk/privacy/
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