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Privacy Notice
Applicable to: 
· Individuals applying for paid positions (jobs), 
· Individuals applying to be volunteer and trustees, 
· Individuals applying to be temporary workers directly employed by the RHN 
1.	Introduction
The Royal Hospital for Disability (RHN “we” “our” or “us”) is committed to protecting your personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.  This notice explains how the RHN collects, use and protect your personal data when you apply for a role with us.
2. 	Data Controller
Royal Hospital for Neuro-disability (RHN) of West Hill, Putney, London, SW15 3SW is a "data controller" for the purposes of data protection legislation.  The RHN is registered with the UK Supervisory Authority (Information Commissioner).  The registration number is Z56211386.  If you have any questions about this notice or your data, you can contact our
Anne Appadoo
Head of Data Protection and Compliance
Data Protection Officer
dpo@rhn.org.uk
020 8780 4554
 
3. 	The Personal Data We Collect
We may collect, store and process the following categories of information:
Personal data 
· Name, address (including proof of address), date and place of birth, telephone number(s), email address.
Application Data: 
· Education and work history including professional qualifications and memberships;
· References where necessary (this could include absence information received from referees;
· Images from onsite CCTV (for 21 days) and audio or video recordings of on line interviews (if relevant); 
Iinformation provided by third parties e.g. external testing providers or Head-hunters engaged by us as part of the recruitment and pre-employment processes.

Special Category Data:
(where applicable and permitted by law)
· Health information (for occupational health assessments);
· Information you have provided regarding Protected Characteristics (Equality Act) for the purpose of equality of opportunity or treatment. This includes racial or ethnic origin, religious beliefs, disability status, and gender identification and may be extended to include other protected characteristics
Criminal Records Data:
· DBS checks are a requirement of employment at the RHN
How We Collect your Data:
· Directly from you (e.g. applications form, CV’s, interviews)
· From third parties (e.g. referees, background check providers, DBS, regulatory bodies)
· From publicly available sources e.g. professional registration databases
Why We Process your Data:
We process your data for the following purposes:
· Assessing your suitability for the role and conducting recruitment activities e.g. communicating with you during the recruitment process;
· Conducting checks of qualifications, right to work and professional registration, and other necessary background checks;
· Complying with legal and regulatory requirements including equal opportunities and diversity monitoring.
Lawful Bases for Processing:
For Personal Data 
· The processing is necessary in order to take steps at your  request prior to entering into an employment contract (UK GDPR Article 6(1)(b));
· The processing is necessary in order to comply with a legal obligation (including employment law, health and safety, immigration laws (UK GDPR Article 6 (1)(c));
· We may ask you to provide feedback about your recruitment experience and our processes. The lawful basis for processing this data will be for the necessary purposes of our legitimate interests, except where such interests are overridden by your interests or fundamental rights and freedoms (UK GDPR Article 6(1)(f)).
· Our legitimate interests in recruiting candidates and ensuring workplace safety and suitability for the provision of our services;
· Where processing is not covered by the above lawful bases, we will ask for your consent (UK GDPR Article 6(1)(a))



For Special Category Data:
The processing is necessary for:
· The purposes of carrying out the obligations and exercising specific rights of the RHN and your rights in the field of employment (UK GDPR Article 9 (2)(b));
· The purpose of equality of opportunity or treatment (UK GDPR Article 9(2)(g) and Section 10 of the Data Protection Act 2018);
· The provision of preventative or occupational treatment and care (supporting reasonable adjustments during the recruitment process) (UK GDPR Article 9(2)(h)). In compliance with DPA 2018, our Data Protection Policies provide further information about the processing of special category data.
Whom We Share Your Data With:
We may share your data with:
· Regulatory and professional bodies (e.g. GMC, NMC);
· Disclosure and Barring Service (DBS); 
· Occupational health providers for medical assessments;
· The IT service provider hosting our recruitment system;
· Government authorities where legally required e.g. Home Office where it is necessary to check right to work;
· Occasionally, we may invite an external practitioner or subject expert to join an interview panel. Where this is the case, your personal data will be shared with that individual as part of the recruitment process and your invite to interview notification will specify who the interview panel members are;
· The RHN may share your personal data when there is a legal requirement to do so e.g. with the Police for the prevention, detection and prosecution of a crime.
Your Rights:
We will ensure that you can exercise your rights in relation to the personal data you provide to us:
· You can request access to the personal data we hold about you by contacting the Workforce Department; recruitment@rhn.org.uk 
· You can ask us to update your personal data if it changes:
· You can lodge a complaint with the RHN’s Head of Data Protection and Compliance and if you believe that we have not handled your data properly, lodge a complaining with the Information Commissioner’s Office (www.ico.org.uk);
· Where we are relying on your consent to use aspects of your personal data for a specific purpose, you can withdraw that consent by contacting the Workforce Department; recruitment@rhn.org.uk 
Security and Retention of Your Data
· We take the security of your data seriously. All personal data you provide to us will be stored securely, both physically and electronically, in accordance with our policies. We have an information security policy in place to oversee the effective and secure processing of your personal data.
· Your personal data controlled by us are held within the UK. 
· Following an offer of employment, all personal data will be retained as part of your employee records and will be retained as per the RHN’s Data Retention and Destruction Policies.
· [bookmark: _GoBack]If you are not made an offer, or you reject an offer, we will keep your personal data for a maximum period of 6 months after the end of recruitment process to allow for any recruitment queries
What if you do not provide your data?
The recruitment and on-boarding process is a specific circumstance in which we rely on your personal data to offer you employment and facilitate services to you. 
Surveys and feedback are optional and will not affect the recruitment and on boarding process if you choose not to take part.
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