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Data Processing Notice

Contract Personnel Limited is a Recruitment Agency and Business specialising in providing various industries with temporary and permanent candidates. This data processing notice explains how we use the personal information we’ve collected from you and your rights under the new General Data Protection Regulation.

Why we retain your personal information?

When you use the services of Contract Personnel Limited, we require your personal data. The data we retain is listed below, and used throughout the recruitment process and length of relationship to help us and you.

· Name

· Email address

· Phone numbers

· Address

· Date of Birth

· NI Number

· Bank Details

· Tax Codes

· Next of Kin details

· CV

· Driving Licence/Driving Qualifications/Other Relevant Qualifications
· Google Search

· References

· Information relating to your work finding services such as job title, job descriptions, your salary, terms of engagement, performance information, annual leave records, sickness and leave records, clock in and out information.

We also collect sensitive data, to ensure we fulfil our legal obligations. All the data below is only used to prove your identity, right to work in the UK, carry out equal opportunities monitoring, as well as carry out reasonable adjustments.

· Race

· Ethnicity

· Disability/Health/Medical Information

· Age

· Gender

· Biometric/Passport data (copies of any other eligibility or right to work documents taken if applicable)

We also collect Criminal Conviction Data to determine your suitability or continued suitability for the role/roles you seek.

What we use your personal information for?

As stated above, our main reason for using your information is to help us in providing you with work finding services. . However we do use your data for other reasons which are in our legitimate interests. These include sending you information regarding Job Roles, and Recruitment Information that may be of interest to you as well as information on services we’ve previously supplied you with.

Who we share your data with? 

We do not give or sell your personal data to any unauthorised 3rd parties. We share certain information with other companies to perform tasks and to enable us to offer you services. These include, HMRC, Alchemy Systems, Heaser Business Consulting, Intersoftware Systems, De Poel, Commensura and Nest Pensions.

It is important to note that from time to time we may share your data with 3rd parties in accordance with the performance of your contract. For example we may supply your driving license to our client to prove to them you have a legal right to drive or to prove your legal right to work in the UK.
If you do require us to share your personal data with any other 3rd parties, we will only do so with your explicit written consent. 

Why are you sending me this? 

Under the GDPR, individuals have several additional rights compared to the Data Protection Act in 1998. These include the right to: 

1. Be informed
2. Access
3. Rectification
4. Erasure
5. Restrict processing
6. Data portability
7. Object
You also have rights in relation to automated decision making and profiling, however as Contract Personnel don’t use these methods, they are not included within this notice. 

As an individual, you can exercise these rights any time by contacting us using the details below. We will always endeavour to respond to any requests in a timely fashion, and will provide any information requested free of charge, no more than one month after the original request is made.

How to Contact Us? 

Email 

anajjar@contract-personnel.ltd.uk
Post

Contract Personnel Ltd



1&2 Saints Court



All Saints Green



Norwich



Norfolk



NR1 3LP

Telephone
01603 764044
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