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FIRST HOUSING
Aid & Support Services



How we manage your information
First Housing Aid & Support Services Privacy Notice

In May 2018, the new general Data protection Regulation (GDPR) comes into effect, which gives you more rights around how your information is used.  To make you feel confident about how we process your information, we’ve provided this Privacy Notice to make things clearer.  See below for a summary of what it says.

How do we use your information?
We use your information in ways you would expect:

· manage the recruitment process and assess your suitability for employment or engagement 

· decide to whom to offer a job

· comply with statutory and/or regulatory requirements and obligations, e.g. checking your right to work in the UK

· comply with the duty to make reasonable adjustments for disabled job applicants and with other disability discrimination obligations

· ensure compliance with your statutory rights

· ensure effective HR, personnel management and business administration

· monitor equal opportunities

· enable us to establish, exercise or defend possible legal claims

Please note that we may process your personal information without your consent, in compliance with these rules, where this is required or permitted by law.

Who do we share your information with and where do we get information from?

· information may be shared internally within the Company for the purposes of the recruitment exercise, including with members of the HR department, members of the recruitment team, managers in the department which has the vacancy and IT staff if access to your personal information is necessary for the performance of their roles.
· external organisations for the purposes of conducting pre-employment reference and employment background checks

· Access NI, to obtain a criminal record check
· former employers, to obtain references

· professional advisors, such as lawyers

We may also need to share your personal information with a regulator or to otherwise comply with the law.

How do we protect your information?

We have put in place measures to protect the security of your personal information. In addition, we limit access to your personal information to those employees, workers, agents, contractors and other third parties who have a business need to know in order to perform their job duties and responsibilities.

How can I find out more?

Our full Privacy notice contains more detail about:

· How we use your information

· The reasons for using your information

· Our retention periods

· Your rights, including how to get a copy of your information, how you can have it corrected or erased, how you can object to our use; and

· How to contact the compliance manager 

You’ll find a full notice at www.first-housing.com/recruitment, or you can call Karla, Personnel Manager at 02871266115; e-mail: karlaokane@first-housing.com 
Do I have to do anything?

No, this is just information, you don’t have to do anything
