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Privacy Notice for Job Applicants
Argyll & Bute Citizens Advice Bureau (ABCAB)

1. Introduction

Argyll & Bute Citizens Advice Bureau (ABCAB) is committed to protecting the privacy and security of your personal data. This privacy notice explains how we collect, use and store your personal data when you apply for a role with us.

ABCAB is required under the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 to provide you with this information. It is important that you read this notice so that you understand how and why we use your data.

This notice applies to all applicants, whether you apply directly or via a third party such as a recruitment agency.

This notice does not form part of any contract of employment or other contract to provide services.

2. Data Controller

Argyll & Bute Citizens Advice Bureau (ABCAB) is the data controller for the personal data processed during the recruitment process.

Contact details:
Email: info@abcab.org.uk

3. Data Protection Contact

ABCAB has appointed the Bureau Manager as Data Protection Lead.

If you have questions about this notice or wish to exercise your data protection rights, please contact:
Email: info@abcab.org.uk

4. Data Protection Principles

We will process your data lawfully, fairly and transparently; collect it only for legitimate purposes; keep it accurate and up to date; retain it only for as long as necessary; and keep it secure.

5. Personal Data We Collect

During recruitment we may collect:
- Name, address, phone number and email
- CV and application information
- Employment and education history
- Interview notes
- Referee details
- Right to work documentation
- Reasonable adjustment information

6. Special Category Data

We may process health, equality and diversity data in line with UK GDPR and the Data Protection Act 2018. Equality data is processed anonymously.

7. Criminal Convictions Data

Where required, we may process criminal convictions data for safeguarding and suitability purposes in accordance with Schedule 1 of the Data Protection Act 2018.

8. How We Collect Data

Data is collected directly from you or from third parties such as referees or disclosure bodies.

9. Lawful Bases

We rely on legal obligation, legitimate interests, contractual necessity and consent where appropriate.

10. Data Sharing

Data is shared internally and with trusted third parties where required. We do not transfer data outside the UK.

11. Data Retention

Unsuccessful applicants data is retained for six months. Successful applicants data is retained on employee records.

12. Automated Decision-Making

No solely automated decisions are made.

13. Your Rights

You have full rights under UK GDPR including access, rectification, erasure, restriction, objection and complaint.

14. Complaints

You may complain to the Information Commissioner’s Office (www.ico.org.uk).
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