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Recruitment Privacy Notice

Who this is for: people who apply for work, volunteering, placement, bank, agency, consultancy, contractor or trustee/board opportunities with Turning Lives Around (TLA), including prospective applicants, candidates, interviewees and people involved in recruitment checks such as referees. 
This notice explains how TLA collects, uses, stores, shares and protects personal information during recruitment and selection. It should be provided with application forms, recruitment packs and relevant interview or pre-employment information. 
The Data (Use and Access) Act 2025 (DUAA) amends, but does not replace, the UK GDPR, the Data Protection Act 2018 and PECR. This notice should be read in line with TLA’s updated GDPR, AI and CCTV policies.

Who we are 
Turning Lives Around (TLA) is responsible for deciding how and why recruitment personal information is used. Under data protection law, TLA is the Data Controller.

How to contact us about privacy
	Role
	Details

	GDPR Lead 
	Lesley Hill, Services Director / GDPR Lead 

	Email 
	admin@turninglivesaround.co.uk 

	Telephone 
	07860 847102 

	Address 
	TLA, Photon House, Percy Street, Armley, Leeds, LS12 1EL 


You can also contact HR, the recruiting manager or a senior manager if your query relates to a recruitment process, interview, safer recruitment checks or reasonable adjustments.
What information we collect during recruitment 
We collect only the information needed to run a fair, safe and lawful recruitment process. 
· Name, address, telephone number, email address and other contact details. 
· Application form information, including employment, volunteering or education history, qualifications, training, skills, experience and answers to application questions. 
· Information about how you meet the job description and person specification. 
· Interview notes, interview panel scoring, assessment tasks, presentation notes or work-related test outcomes where used. 
· Reasonable adjustment information, accessibility needs or communication preferences where you choose to tell us or where this is needed to support your participation in recruitment. 
· Right-to-work information, identity information and documentation required for pre-employment checks. 
· References and referee contact details. 
· DBS, safeguarding, suitability or criminal offence information where this is required for the role and lawful. 
· Professional registration, qualification, driving, insurance or licence information where relevant to the role. 
· Equality, diversity and monitoring information where collected separately for monitoring and reporting purposes. 
· Records of correspondence about your application, interview arrangements, feedback, offer, withdrawal or outcome. 
· Information about current or previous involvement with TLA services where this is relevant and lawfully considered as part of safer recruitment, safeguarding, professional boundaries or conflict-of-interest checks. 

Where we get recruitment information from 
We obtain recruitment information directly from you through application forms, correspondence, interviews, assessments and pre-employment information; from referees and previous employers; from recruitment agencies, placement providers, education or training providers; from DBS, right-to-work, identity, professional-registration or qualification-checking services; from occupational health providers where relevant; from public or professional registers where relevant to the role; from TLA records where you are a current or former colleague, volunteer, client, tenant or contractor and there is a lawful and necessary reason; and from safeguarding, regulatory or law-enforcement organisations where a lawful check or disclosure is required. 

Special category and criminal offence information 
Some recruitment information may be more sensitive. This may include health information, disability or reasonable adjustment information, equality monitoring information, safeguarding information, DBS information, criminal offence information, allegations or suitability information where relevant to the role. 
Where TLA processes special category or criminal offence information, we do so only where there is a lawful basis under UK GDPR and an additional legal condition under UK GDPR and the Data Protection Act 2018. This may include employment, social security and social protection obligations, substantial public interest, occupational health, safeguarding, legal claims, or other relevant legal conditions. 

Why we use recruitment information 
· To receive and manage applications. 
· To assess whether candidates meet the essential and desirable requirements for a role. 
· To shortlist, interview, score and select candidates fairly and consistently. 
· To communicate with candidates about the recruitment process, interviews, assessments, outcomes and feedback.
· To make conditional offers and complete safer recruitment and pre-employment checks.
· To verify identity, right to work, qualifications, references, DBS status or professional requirements where relevant. 
· To consider and make reasonable adjustments for candidates where needed. 
· To meet legal, safeguarding, regulatory, contractual, audit and governance requirements. 
· To protect clients, tenants, colleagues, volunteers, visitors, the organisation and the public. 
· To monitor and improve fairness, equality, inclusion and effectiveness of recruitment processes using anonymised or separated monitoring information where possible. 
· To respond to complaints, queries, subject access requests, legal claims or regulatory enquiries relating to recruitment. 

The lawful bases we rely on 
Depending on the situation, TLA may rely on one or more lawful bases under UK GDPR: 
· Steps before entering into a contract — where processing is necessary to consider your application and take steps before offering employment, volunteering, placement, agency, consultancy or contractor engagement. 
· Legal obligation — where TLA must process information to comply with employment, right-to-work, safeguarding, safer recruitment, tax, regulatory or other legal duties. 
· Legitimate interests — where processing is necessary for TLA’s legitimate interests, such as running fair recruitment, assessing suitability, protecting people and services, managing risk, preventing fraud, keeping recruitment records, defending legal claims and improving recruitment processes, provided these interests are not overridden by your rights. 
Where TLA relies on legitimate interests for recruitment administration, process improvement or management of legal claims, we consider whether the processing is necessary and balance TLA’s purpose against the candidate’s rights, freedoms and reasonable expectations. Access is restricted, sensitive information is separated where possible, and recruitment decisions remain subject to meaningful human review. 
If TLA proposes to rely on a statutory recognised legitimate interest introduced by the DUAA, the GDPR Lead will confirm and document that the legal conditions apply. Other legitimate-interest processing will continue to be assessed through TLA’s usual Legitimate Interests Assessment where appropriate. 
· Vital interests — where processing is necessary to protect life or respond to an emergency. 
· Consent — only where the purpose is genuinely optional, specific and withdrawable, such as optional future vacancy alerts or optional publicity use. Consent is not the default lawful basis for core recruitment processing. 
For special category and criminal offence information, TLA will also identify and document the relevant additional legal condition where required. 

Equality and diversity monitoring 
TLA may ask candidates to provide equality, diversity or inclusion monitoring information to help monitor fairness and improve recruitment. Where collected, this information should be separated from selection decisions where possible and used for monitoring, reporting and improvement rather than to decide whether to appoint a candidate. 
Providing equality monitoring information should be optional unless there is a specific lawful reason for collecting it. Not providing this information should not disadvantage your application. 

Reasonable adjustments 
If you tell us about a disability, health condition, access need or reasonable adjustment, we will use that information to support your participation in the recruitment process and to meet legal duties. We will share adjustment information only with people who need it to make the process accessible and fair. 

References and pre-employment checks 
Where you are shortlisted, interviewed or offered a role, TLA may carry out checks that are relevant to the role. These may include identity checks, right-to-work checks, references, qualification checks, professional registration checks, DBS checks, safeguarding checks or occupational health checks where required and lawful. 
The checks required will depend on the role. TLA will seek only information that is necessary and proportionate for the role and will handle check results securely. 

Client, former client or conflict-of-interest considerations 
Where a candidate is a current or former TLA client, tenant, service user, volunteer or has another relationship with TLA that may create a safeguarding, professional boundaries, confidentiality or conflict-of-interest issue, TLA may need to consider this as part of safer recruitment and risk management. This will be handled sensitively, lawfully and on a need-to-know basis. 

Artificial Intelligence (AI) and automated decision-making 
TLA may use AI only within TLA Authorised Systems and only for approved purposes. Public, consumer, personal-account or unapproved AI tools must not be used with recruitment information. 
TLA does not use AI to make automated recruitment decisions. AI must not be used to decide shortlisting, interview scoring, appointment, suitability, safeguarding, risk, employment status or any other decision affecting a candidate. Recruitment decisions must involve meaningful human review and accountability. 
If approved AI-supported tools are used for low-risk administrative support, such as formatting recruitment documents, drafting non-sensitive wording or anonymised reporting, outputs must be checked by a competent member of staff before use and must comply with the TLA AI Policy, GDPR Policy and DPIA requirements where applicable. 

Who we share recruitment information with 
We only share recruitment information where necessary, lawful and proportionate. Depending on the role and recruitment stage, we may share relevant information with: 
· Recruiting managers, interview panel members, HR, administration staff and senior managers involved in recruitment. 
· Referees, previous employers, education or training providers where checks are required and lawful. 
· DBS providers, occupational health providers, right-to-work checking services, professional bodies, regulators, insurers, legal advisers, auditors or funders where relevant. 
· Approved IT, HR, payroll, recruitment, Microsoft 365 and other business system providers under contractual, security and confidentiality controls. 
· Safeguarding partners, local authorities, police or other public bodies where required or lawful for safeguarding, safety, legal or regulatory reasons. 
· Agency providers, placement organisations or recruitment partners where they are involved in the recruitment process. 
We do not share recruitment information for marketing purposes. 

International transfers 
TLA aims to keep recruitment information within the UK or within systems and suppliers that provide appropriate data protection safeguards. Where recruitment, HR, Microsoft 365 or other supplier processing involves data being processed outside the UK, TLA will ensure appropriate safeguards are in place, such as adequacy arrangements, approved contractual clauses or equivalent protections required by data protection law. 
Any international transfer assessment will also take account of the transfer test and requirements as amended by the DUAA, alongside supplier due diligence, contractual safeguards, security, access, retention and documented risk assessment. 

How long we keep recruitment information 
TLA keeps recruitment information only as long as necessary and in line with its retention schedule, legal requirements and operational needs. Exact retention periods should be confirmed in TLA’s current retention schedule within the GDPR Policy.
· Unsuccessful application records are normally kept for a period of 6 months after the recruitment process ends so TLA can respond to queries, feedback requests, complaints, audit requirements or legal claims. 
· Interview notes, scoring and assessment information are retained only as long as necessary for recruitment, audit, complaint or legal purposes. 
· Equality monitoring information should be anonymised or separated where possible and retained only as long as needed for monitoring and reporting. 
· Successful candidate information may be transferred into the staff, volunteer, contractor or worker record and retained under the Staff Privacy Notice and TLA retention schedule. 
· DBS, safeguarding, right-to-work, reference and pre-employment check records are retained in line with legal, safer recruitment, safeguarding and operational requirements. 
· Recruitment information may be kept longer where necessary for safeguarding, regulatory enquiries, legal claims, audit, insurance, complaints or investigation purposes. 
Future opportunities for unsuccessful candidates 
If you attend an interview, TLA may ask at the end of the interview whether you would like us to contact you about other suitable opportunities arising within six months of the recruitment outcome. This is optional, is separate from the selection decision and will not affect the outcome of your current application. You do not need to return this privacy notice. 
Where you agree, we will use your name, contact details and relevant information about your skills and experience only to identify and tell you about potentially suitable TLA opportunities. We will not place you automatically into another recruitment process or make decisions without contacting you. 
We will not reuse equality monitoring, health, disability, reasonable adjustment, DBS, criminal offence, safeguarding or other sensitive information to match you with future opportunities unless there is a separate lawful and necessary reason to do so. 
You may withdraw your agreement at any time by contacting TLA. If you withdraw, or once the six-month period ends, we will stop using your information for future-opportunity contact and delete or securely dispose of it in line with TLA’s retention schedule, unless we need to retain particular records for another lawful reason. 
Recording your choice at interview 
At interview, the panel will ask: “Would you like TLA to contact you about potentially suitable opportunities arising within six months of this recruitment outcome?” 
The panel will record your response as Yes or No on the interview record. If you say Yes, the record should include the date, the wording you were given and who recorded your response. A No response, or no response, means that TLA will not contact you about other opportunities. 

Security and confidentiality 
TLA protects recruitment information using appropriate technical and organisational measures. These include role-based access controls, secure Microsoft 365 systems and approved business platforms, secure storage, confidentiality expectations, staff training, secure disposal, incident reporting and data breach procedures. 
Recruitment information should be shared only with people who need it for the recruitment process, safer recruitment checks, legal duties, safeguarding, audit or governance. 

Your rights 
· Ask for a copy of your personal data. 
When responding to a subject access request, TLA will carry out searches that are reasonable and proportionate. TLA may ask for clarification where this is reasonably required to identify the information or processing activities requested, and will document the search scope and decision. 
· Ask us to correct inaccurate or incomplete information. 
· Request deletion in certain circumstances. 
· Request restriction of processing in certain circumstances. 
· Object to processing in certain circumstances, including where we rely on legitimate interests. 
· Withdraw consent where we rely on consent for a specific optional purpose. 
· Ask about automated decision-making and profiling if this ever applies. 
· Raise a concern about how your recruitment information has been used. 
Some rights are not absolute. TLA may need to continue using or keeping information where this is required for legal duties, safer recruitment, safeguarding, audit, complaints, investigations, legal claims or accurate organisational records. 

Complaints 
You can make a data protection complaint directly to TLA using the GDPR Lead contact details in this notice or another accessible TLA route. TLA will acknowledge a data protection complaint within 30 days, make appropriate enquiries, keep you informed where necessary, and communicate the outcome without undue delay. You may also raise a concern with the Information Commissioner’s Office. 

Changes to this notice 
We review this notice and update it if our recruitment processes, systems, suppliers, policies, technology, legal requirements or employment practices change. The latest version should be included in recruitment packs and made available through appropriate TLA recruitment and document management routes. 
Where an update introduces a new use of personal information or another material change, TLA will bring the change to the attention of affected people before the new processing begins. Minor or clarifying updates may be communicated through an amendment notice with access to the complete current privacy notice. 
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