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Recruitment Privacy Notice
The Mix Stowmarket Ltd

We ask that you read this privacy notice carefully as it contains important information on who we are, how and why
we collect, store, use and share personal information. This document contains your rights in relation to your personal
information and how to contact us and other organisations in the event that you have a complaint. Please see the
section on ‘Your rights’ for more information.

Introduction

We are The Mix Stowmarket Ltd. (“The Mix”). In order to identify, select and recruit new employees we need to
collect and process your personal information.

Personal information means any information about you from which you can be identified, but it does not include
information where your identity has been removed (anonymous data).

As the ‘controller’ of personal information, we are responsible for how that data is managed. The General Data
Protection Regulation (“GDPR”), which applies in the United Kingdom and across the European Union, sets out our
obligations to you and your rights in respect of how we manage your personal information.
As the ‘controller’ of your personal information, we will ensure that the personal information we hold about you is:
1. used lawfully, fairly and in a transparent way.
2. collected only for valid purposes that we have clearly explained to you and not used in any way that is
incompatible with those purposes.
relevant to the purposes we have told you about and limited only to those purposes.
accurate and kept up to date.
kept only as long as necessary for the purposes we have told you about.
6. kept securely.
If you have any questions about this privacy notice or would like further explanation as to how your personal
information is managed then please contact us (see ‘How to contact us’ below).

oM

This document provides the information as required by GDPR under your right to be informed.

Purposes of processing your personal information
We will use your data for the following purposes:

e Screening of applications
o To receive and record applications, contact details or CVs received via phone or email from
interested candidates or recruitment consultants.
o To review and make informed decisions on whether to proceed with the recruitment process.

e Interview and selection
o To communicate, schedule, plan, run, document and review interviews.
o  To make recruitment decisions based on the interviews.

e To contact your referees
o We will use the contact details you have provided us with to contact your referees.
o  To check the legitimacy of the information you provided as part of your application process
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To make a job offer
o  If successful we’ll use the information you have provided to make and document a job offer
formally.

Personal data we process

Name

Contact details

Qualifications

Employment & training history

Referee names and contact details

Ability to drive

Your CV and the contents you have provided within

Certain information that we process is classed as ‘special category data’. It is sensitive by nature. We have a higher
duty of care in how we process this:

Ethnicity

Disability details
Criminal convictions
Medical information

Who has access to your personal data

In order to operate our business and run our recruitment we rely on third parties to provide specialist support to us.
To provide this support they will have access to, or a duty of care over your personal information. These providers

are:

Software support companies — to provide specialist support and resolve issues with the software that we
run, for example the systems we use to store and manage your recruitment progression

The Disclosure and Barring Service (“DBS”) — to run a DBS check, this is mandatory for all staff and
volunteers as part of the recruitment process

Referees - to confirm character and employment details

Staff, trustees and Mixed Voice (youth panel) when they are actively involved in the interview process

International transfer

All your personal data is stored and processed on systems that are within the European Economic Area (EEA) and
offer the same level of legal protection and rights over your data.



Retention schedule
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Type of data

Retention period

Application details for
successful candidates

These become part of your employee file and are retained in line with the
information in our employee privacy notice.

Application details for
unsuccessful candidates

These are destroyed after three months unless you request this to happen
earlier.

Legal basis for processing

We rely on the following grounds within the GDPR:

e Article 6(1)(b) — processing is necessary for the performance of a contract to which the data subject is
party or in order to take steps at the request of the data subject prior to entering into a contract
e Article 6(1)(c) — processing is necessary for us to demonstrate compliance with the law or regulatory

frameworks

GDPR recognises that additional care is required when processing special category (sensitive) data such as your
health, religious views, ethnicity, criminal convictions and disability details. We process this under the following

grounds within GDPR:

e Article 9(2)(b) - Legal obligations under employment or social benefit law

Your rights

Under the GDPR you have important rights free of charge. In summary, those include rights to:

fair processing of information and transparency over how we use your personal information;
access to your personal information and to certain other supplementary information that this Privacy Notice

is designed to address;

require us to correct any mistakes in your information which we hold;

require the erasure (i.e. deletion) of personal information concerning you, in certain situations. Please note
that if you ask us to delete any of your personal information which we believe is necessary for us to comply
with our contractual or legal obligations, we may no longer be able to provide care and support services to
you;

receive the personal information held about you which you have provided to us, in a structured, commonly
used and machine-readable format and have the right to transmit this data to a third party in certain
situations;

object at any time to processing of personal information concerning you for direct marketing;
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e object to decisions being taken by automated means which produce legal effects concerning you or similarly
significantly affect you;
object in certain other situations to our continued processing of your personal information;
otherwise restrict our processing of your personal information in certain circumstances;
claim compensation for damages caused by our breach of any data protection laws;

For further information on each of those rights, including the circumstances in which they apply, see the Guidance
from the UK Information Commissioner’s Office (ICO) on individuals’ rights under the General Data Protection
Regulation.

How to complain

We hope that we can resolve any query or concern you raise about our use of your information.

The GDPR also gives you right to lodge a complaint with a supervisory authority, in particular in the European Union
(or European Economic Area) state where you work, normally live or where any alleged infringement of data
protection laws occurred. The supervisory authority in the UK is the Information Commissioner who may be contacted
at https://ico.org.uk/concerns/ or telephone: 0303 123 1113.

Data controller details

The Mix Stowmarket Ltd, 127 Ipswich Street, Stowmarket, Suffolk, IP14 1BB

How to contact us

e Email — privacy @themixstowmarket.co.uk, subject: URGENT FAQ: Data Controller

e Post — FAO: Data Controller, The Mix Stowmarket Ltd, 127 Ipswich Street, Stowmarket, Suffolk, IP14 1BB
o Please mark this as URGENT

e Telephone — 01449 745130




