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Introduction 
This Privacy Notice tells you what to expect when the Older People’s Commissioner (the Commissioner) collects, uses, discloses, transfers and stores your personal information. 
Please read this notice carefully to understand how we will use your personal information.
1. What information we may collect about you
The information we collect is used to enable us to consider your suitability for a job vacancy.
Recruitment applications and diversity monitoring forms are saved onto the Commissioner’s information system and are only accessible by members of the Human Resources team. A pseudonymised section of the recruitment application form (Part B) will be shared with the recruitment panel members, who will have access to the information to review as part of the selection process.
Personal data processed includes your title, name, home address, email address, telephone number, education, qualifications, employment history and skills, supporting statement and any other personal information you may provide on your application form. 
Data protection law recognises certain ‘special categories’ of information. These are defined as information revealing a person’s racial or ethnic origin, political opinions, religious or philosophical beliefs, information concerning heath, and information concerning a person’s sex life or sexual orientation. These special categories are considered particularly sensitive and are afforded special protection. This is also the case for information relating to criminal offences or convictions.
At application, special categories of data are also requested for monitoring of equal opportunity which may include your sex, ethnicity, nationality, sexual orientation, disability, religion/belief.
We utilise a declaration of disability to enable us to assess and make reasonable adjustments to the recruitment process should they be required by the applicant. In addition, we utilise candidate declaration of disability or racial or ethnic origin to support administration of our guaranteed interview policy.  
We do not use automated decision‑making to assess your application.
2. How we will use your information
We collect and use your personal data to facilitate the recruitment process of staff and to fulfil our duties to publish diversity monitoring data as part of the Equality Act 2010’s public sector duties (this data is published anonymously).
The completion of the diversity information questions for equal opportunities monitoring is optional but strongly encouraged. Candidates have the choice to select ‘Prefer not to say’ to each question. We collect this information to assist us with our monitoring responsibilities, to identify any potential barriers in our recruitment process and to make improvements to make the recruitment process as accessible and inclusive as possible.
If provided, your diversity information will be treated as confidential and will be held separately and will not be seen by the recruitment panel members. No individual will be identified as part of this process.
We will use your personal information to:
· evaluate your application and assess your suitability for the role applied for
· make a decision about whether you should be selected for interview and appointment
· review and audit the recruitment process and its outcomes
· conduct diversity monitoring activities
We may also use your data to seek feedback about the recruitment process.
If you are successful at interview, we will also ask you to return your offer of employment document and contract of employment and will ask you to provide:
· identification documents to evidence your right to work in the UK
· qualification certificates to evidence qualifications essential to the post
· contact details for your referees
· bank details and information required for payroll processing
· details of pension scheme membership to support pension enrolment
· emergency contact details
· a completed occupational health questionnaire to establish your fitness to work and any reasonable adjustments that may be required
· a completed Disclosure and Barring Service check application form and identification documents to support the application.
The information we collect will be provided directly by you, or sometimes from a recruitment agency.
If successful at interview, we will collect information from third parties, including your referees and the Disclosure and Barring Service.
3. Contacting you 
We will use your contact information to share important information about the recruitment and appointment process via letters, emails or otherwise by telephone.
If at any time you change your mind about wanting to be contacted in this way, please let us know by emailing: recruitment@olderpeople.wales. 
4. Sharing Information with Third Parties
We may share your information with:
· Recruitment agencies supporting us with a recruitment campaign; the appointed agency will provide you with details of their privacy notice.
· Our assessment partner supporting us with a recruitment campaign; the appointed assessment partner will provide you with details of their privacy notice.
· Our appointed Occupational Health service provider who supports us with assessing your fitness for work and/or any recommendations for reasonable adjustments.
· Our appointed Disclosure and Barring Service (DBS) check provider and the Disclosure and Barring Service. 
· Third parties where it is necessary to undertake pre-employment checks; this will usually be your selected referees so that we can obtain employment or personal references but may also include education, qualification / professional checks.
Other than listed above, your information will only be accessed and processed by authorised staff members employed by the Commissioner who are directly involved in the management and administration of recruitment and employment processes and have a business need to access your personal information.
Otherwise, we will not share your information with any third party unless:
· we have your permission to do so; or
· we are required to do so by law.
Whenever we transfer your personal data out of the UK to service providers, we ensure a similar degree of protection is afforded to it by ensuring that the following safeguards are in place:
· We will only transfer your personal data to countries that have been deemed by the UK to provide an adequate level of protection for personal data, for example EU countries, Argentina and New Zealand, 
· We may use specific standard contractual terms approved for use in the UK which give the transferred personal data the same protection as it has in the UK, namely the International Data Transfer Agreement or The International Data Transfer Addendum to the European Commission’s standard contractual clauses for international data transfers. To obtain a copy of these contractual safeguards, please contact our Data Protection Officer using the details set out below. 
5. The Commissioner's legal bases for collecting, holding and using your information
The Commissioner is a public authority under the Commissioner for Older People (Wales) Act 2006. Processing recruitment data is necessary for discharging statutory functions.
Data protection laws set out various lawful bases which allows the Commissioner to collect, hold and use your personal information for recruitment purposes. Depending on the circumstances, we rely on one or more of the following bases:
· Where we use your personal information to carry out our public functions and processing is necessary for the performance of a task carried out in the public interest (Article 6(1)(e) UK GDPR). A key function is to provide the Commissioner with the staff and services they require. An example of this is the processing undertaken in order to assess which applicant is best suited to a particular job.
· Where the processing is necessary in order to take steps to enter into a contract with you. An example of this is contacting your selected referees.
· Where we are under a legal obligation which requires us to process your personal information. An example of this is where we need to make reasonable adjustments to enable an applicant to take part in the recruitment process.
· Where it is necessary for our legitimate interests in conducting our business, such as ensuring the security of network and information systems,
· Where we process your information in order to protect your vital interests. An example of this would be if we shared information about your health if a medical emergency occurred whilst you were working.
· We will sometimes collect and use your personal information for optional processing for example equal opportunities questions based upon your agreement. This is known as ‘consent’. We will always tell you where this is the case.
· Where we (or a third party) have a recognised legitimate interest (RLIs). These are different to legitimate interests. RLIs apply where there are public interest reasons for processing (such as preventing or detecting crime, safeguarding individuals, responding to emergencies, supporting national or public security or defence, or sharing information with public bodies when they confirm it is necessary for their official functions). 
In addition, we also process special category personal data as part of the recruitment process. We will only collect and use this information where one of the following conditions applies:
· consider it necessary and in the substantial public interest to do so, such as for equal opportunities monitoring
· consider it necessary to meet our legal obligations or exercise rights in connection with employment
· where it is necessary to protect you or another person from harm; or
· in limited circumstances, where you have given us your explicit consent to do so. 
We will also process data relating to criminal convictions or offences where permitted under data protection legislation and where it is necessary for recruitment purposes (for example, Disclosure and Barring Service checks). 
6. Security and storage
Your information will not be transferred outside of the UK. 
We will take all reasonable steps to ensure that your data is treated securely and in accordance with this privacy policy.
How long will we keep your information
Personal details of unsuccessful applicants will be retained for six months, in accordance with the Commissioner’s retention schedule. Documents will be destroyed in accordance with our Records Management policy. 
Personal details of successful candidates will be kept for the duration of their employment and retained in accordance with the Commissioner’s retention schedule. A copy of which can be obtained by emailing: recruitment@olderpeople.wales.
7. Your rights
Under data protection laws, you have rights in relation to your information. You have the right to request from us a copy of the information we hold about you. 
Additionally, you will have additional rights to request from us that:
· any inaccurate information we hold about you is corrected 
· your information is deleted 
· we stop using your personal information for certain purposes 
· your information is provided to you in a portable format 
Many of the rights listed above are limited to certain defined circumstances and we may not be able to comply with your request.  We will tell you if this is the case.
If you make a request, we will need you to prove your identity with two pieces of approved identification (such as a passport and a utility bill no older than three months). Once we have this, we will aim to respond to you within one month.  
Normally we will not charge you a fee for dealing with your request for a copy of personal information. There may be some circumstances when the law allows us to charge a fee. We will tell you if this is the case at the time of your request and once we receive the fee requested, we will aim to respond to you within one month.  
If you wish to exercise any of your rights, please contact the Data Protection Officer (contact details are found below).
8. Complaints
If you have a complaint as to how your information has been handled, you can make a complaint to the Commissioner by contacting the Data Protection Officer (contact details are found below). If a complaint is received it will be acknowledged within 30 days from receipt and without undue delay we will take appropriate steps to respond (including making any appropriate enquiries and keeping you informed of progress) and inform you of the outcome. 
If you have a complaint that we cannot resolve, you have the right to complain to the Information Commission (formerly the Information Commissioner's Office (ICO)), which is the statutory regulator for data protection matters.  The Information Commission can be contacted at https://ico.org.uk/concerns/.  
9. Contacting us 
If you have any questions or comments about this Privacy Notice, please contact our Data Protection Officer (details below).  
Write to:
Data Protection Officer
The Older People’s Commissioner for Wales
Cambrian Buildings 
Mount Stuart Square
Cardiff
CF10 5FL 
Email: dataprotection@olderpeople.wales 
Phone: 03442 640 670
10. Changes to this privacy notice
We keep our privacy policy under regular review, and we will place any updates on this page.
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