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YOUR GUIDE TO DATA PROTECTION FOR STAFF & JOB APPLICANTS
We ask for information from all employees, job applicants and casual workers, and information you give to one member of the group may be shared with the other members.
We may store information you give us on a computer or in paper files.  We use the information to help us make decisions about your employment and the services we can give you.
If the information is personal or sensitive, we must keep it in a way that meets the terms of the Data Protection Act 1998.

This form explains why we ask for this information, how we store it, who we might give it to and how we get rid of the information when we have finished using it.

If you want to see the information we hold about you, you can write to the HR Department and ask for a copy.  (We have a right to ask you for a £10 fee for this, but will not charge you if you are an employee).
If you already work for us, you can also come and see your Personnel file.  You should telephone the HR department to arrange an appointment to do this.

The information we may ask you for:
If you apply to us for a job, we may ask you for the following information to help us process your application.

· Your name

· Your address

· Your phone number

· Your qualifications

· Details of your previous employment

· The names of the people who will give you a reference

· Details of any disabilities you have

· Your age

· Your ethnic origin

· Your sex

If you come for an interview, we will also ask you about:
· Any medical conditions you have or have had in the past

· Proof of your right to work in this country

If you are successful and you become an employee or a casual worker, we may need to ask you for more information such as details of:

· Your dependants or next of kin; and
· Your bank account

What we will use the information for
· To shortlist people to interview for the job
· To ask for references to allow us to make decisions
If you are successful and become an employee, we may use the extra information you give us in the following ways:

· To provide you with personnel services
· To take steps to protect your health and safety
· To pay income tax, National Insurance, or other payments we have to make by law
· To monitor age, ethnic origin or disability statistics for our equal opportunities policy
Who we may give some of this information to 

We may give some of this information to the following people and organisations:

· The Housing Corporation
· Local Councils
· People who have agreed
· To give you a reference
· Banks and building societies (with your permission)
· Medical experts (with your permission)
· Solicitors
· The Pensions Trust
· Other agencies as may be necessary
There may be times when we have to give information to third parties by law.  These third parties could include the police, the Inland Revenue and benefits agencies.

We will keep information securely, accurately and appropriately.  Under the Data Protection Act 1998, we will destroy information confidentially when we no longer need to keep it.

We will only keep information that is included in the Data Protection register held by Radian.

You can ask us for more information, or write to the Information Commissioner, Wycliffe House, Water Lane, Wilmslow, SK9 5AF.  You can see our Data Protection registration on the information Commissioner’s website at www.informationcommissioner.co.uk or you can phone the Data Protection helpline on 01625 545745.
 
