Applicant Privacy Notice – Gemini Prototyping 
 
The Company is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently. This privacy notice sets out, in line with GDPR, the types of data that we hold on you as an applicant for a position with our Company. It also sets out how we use that information, how long we keep it for and other relevant information about your data.

This notice applies to potential future employees. 

Data controller details
The Company is a data controller, meaning that it determines the processes to be used when using your personal data. Our contact details are as follows: 20 Wornal Park, Menmarsh Rd, Worminghall, Aylesbury HP18 9JX.

Data protection principles
In relation to your personal data, we will:

· process it fairly, lawfully and in a clear, transparent way
· collect your data only for reasons that we find proper during your potential recruitment in ways that have been explained to you
· only use it in the way that we have told you about
· ensure it is correct and up to date
· keep your data for only as long as we need it 
· process it in a way that ensures it will not be used for anything that you are not aware of or have not consented to (as appropriate), or be lost or destroyed 

Types of data we process
We collect and use the following information for employment recruitment purposes:

· your personal details including your name, address, email address, phone numbers
· your work history, skills and experience with other employers and other information you may provide on a CV or application form
· referees 
· proof of right to work in the UK 
· any other category of personal data which we may notify you of from time to time

How we collect your data

We collect data about you for recruitment processes. This is provided by yourself when you show interest in applying and complete details on our website contact form, send us your CV, complete an application form, apply via an agency or advertisement for a vacancy. 

Why we process your data
The law on data protection allows us to process your data for certain reasons only:

1. to perform the contract that we are party to
2. to carry out legally required duties
3. for us to carry out our legitimate interests
4. to protect your interests  
5. where something is done in the public interest and
6. where we have obtained your consent

The data we collect relies on the third reason set out above to process your data as an  Applicant. For example, so that we can carry out activities which are in the legitimate interests of the Company. We have set these out below:
· recruitment of new staff against vacancies
· to place on hold if applicant requests and consents to this 
· for any other reason which we may notify you from time to time

Special categories of data
Special categories of data are data relating to your: 

· health
· sex life
· sexual orientation
· race
· ethnic origin
· political opinion
· religion
· genetic and biometric data
· Criminal conviction and offences

No special categories of data are collected for the purposes of this privacy notice. If information is provided by applicants which is unasked for but special category then it will be treated in line with special category data.  

Sharing your data
Your data will be shared with employees and agents of the company on a strictly need to know basis as part of the recruitment process. 

Protecting your data
We are aware of the requirement to ensure your data is protected against accidental loss or disclosure, destruction and abuse. We have implemented processes to guard against such.

How long we keep your data for
For unsuccessful applicants your contact details, CV and any interview notes will be held for a period of 12 months from the closure of the vacancy. However, if the company would like to retain your details for future suitable vacancies, at the appropriate time the company will communicate and seek further consent from you to keep your details for a further period of time.			
For successful applicants, all data gathered throughout the recruitment process will form part of your employment details and are covered by their own privacy notice.

Automated decision making
No decision will be made about you solely based on automated decision making (where a decision is taken about you using an electronic system without human involvement) which has a significant impact on you.

Your rights in relation to your data
You have the right to know what personal data we hold about you and to be provided with a copy and to have any inaccurate information corrected. You may also have rights to restrict some of the processing we have described above or withdraw any consent you may have given us. If you have any questions about this or would like to exercise your rights, please contact us through the details below. 

If you wish to exercise any of the rights explained above, please contact the Companies appointed data protection nominated person.

Making a complaint
The supervisory authority in the UK for data protection matters is the Information Commissioner (ICO). If you think your data protection rights have been breached in any way by us, you are able to make a complaint to the ICO.
The ICO’s address:  
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF  Helpline number: 0303 123 1113  Website: https://www.ico.org.uk/make-a-complaint

Data Protection Nominated Person
The Company’s appointed nominated person is the Director of Operations. They can be contacted at jblane@geminiprototyping.co.uk
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