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Prospect Community Housing


Job Applicant Fair Processing Notice (How we use Job Applicant information)




This notice explains what information we collect, when we collect it and how we use this. During the course of our activities we will process personal data (which may be held on paper, electronically, or otherwise) about you and we recognise the need to treat it in an appropriate and lawful manner. The purpose of this notice is to make you aware of how we will handle your information.

About Us

Prospect Community Housing, a Scottish Charity (SC029797), a registered society under the Co-operative and Community Benefit Societies Act 2014 (229OR) and having our Registered Office at 6 Westburn Avenue, Edinburgh, EH14 2TH.  

We take the issue of security and data protection very seriously and strictly adhere to guidelines published in the UK GDPR and Data Protection Act of 2018 (the 2018 Act), together with any domestic laws subsequently enacted. 

Our Data Protection Officer is Leigh Pettigrew.  Any questions relating to this notice and our privacy practices should be sent to information.request@prospectch.org.uk

How we collect information from you and what information we collect

We may collect the following information from you through a variety of resources (i) directly from you; or (ii) third parties (including Employment Agencies, previous employers) which include: 

· Recruitment processes including information obtained from agencies which includes:
· Your name, address, and contact details including email address and telephone number;
· Details of your qualifications, skills, experience and work history, including start and end dates with previous employers and workplaces
· Information about your remuneration, including entitlement to benefits such as, pay, pension and holidays
· Your identification documents you have given us and your proof of eligibility to work in the UK
· Information regarding whether if you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process
· Equal opportunities monitoring information [collected and retained anonymously] 
· Background checks conditional for your engagement with us, including internet and social media screening

· Current and former employers or other individuals whom you have given us permission to contact to provide us with a reference.  This data will include:
· Your work history (paid or unpaid) with them, including the dates you worked with them
· The work tasks you did
· Your level of responsibility
· Job title
· Salary on leaving
· Time keeping
· Reliability
· Quality and quantity of work
· Relationships and attitude to those you work with
· Reason for leaving their workplace and 
· Whether they would be happy to have you work for them again.

Why we need this information about you and how it will be used

The main legal basis for processing your data is legitimate interests – it is both in your interests (as applicant) and our interests (as potential employer) to process this information.

We will also use the legal basis of legal obligations to process information regarding the following:
· to obtain checks regarding your right to work in the UK, 
· health information to make reasonable adjustments to attend interview and comply with employment related law.

Sharing of your information

We may disclose to and share information about you with third parties for the purposes set out in this notice, or for purposes approved by you, including the following: 
· For the purposes of pre-employment checks; current and former employers
· Our professional advisors
· Any other third parties as necessary to comply with your contract of engagement and our legal and statutory obligations with third party organisations.
· Other third parties as necessary to comply with the law.

Transfers outside the UK 

Your information will only be stored within the UK.

Security

When you give us information we take steps to make sure that your personal information is kept secure and safe.  We have separate Information Technology policies and procedures in place to protect information that is held electronically, and these are available on request.  Our paper records are held in our office and any personal information is stored locked and only available to authorised staff members.

How long we will keep your information

It you are successful, we will continue to use your information and will process it under our Employee Fair Processing Notice. If your application is unsuccessful we will retain your application for a period of 6 months.
Data retention guidelines on the information we hold is provided in data retention schedule which is available on request.

Your rights

You have the right at any time to:
· Ask for a copy of the information about you held by us in our records; and
· Require us to correct any inaccuracies in your information
· To ask that the information that we hold is erased
· To ask us to restrict processing of your information
· To object to us processing your information

If you would like to exercise any of your rights above please contact us at information.request@prospectch.org.uk

You also have the right to complain to the Information Commissioner’s Office in relation to our use of your information.  The Information Commissioner’s contact details are noted below:
The Information Commissioner’s Office – Scotland
45 Melville Street, Edinburgh, EH3 7HL
Telephone: 0131 244 9001
Email: Scotland@ico.org.uk

The accuracy of your information is important to us - please help us keep our records updated by informing us of any changes to your email address and other contact details.
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