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PRIVACY POLICY
Pickup People HR Ltd (we) are committed to protecting the privacy and security of all client (you/your) and client’s employees (your employees) personal data (personal information). 
We are the data controller for your personal information and the personal information of your employees, which means that we are responsible for deciding how we hold and use it. 
This notice explains what personal information we may hold in relation to you and your employees when providing HR Services to you, how we collect it, how we use and how we may share the personal information. 
THE DATA PROTECTION PRINCIPLES
a. We will at all times comply with the data protection principles set out in the UK GDPR and Data Protection Act 2018 (which includes not only electronic data, but also personal data held in paper format in filing systems). We are registered with the Information Commissioner under ZB964372. We will ensure that your and your employee’s personal data is:
· fairly and lawfully processed;
· processed for limited purposes;
· adequate, relevant and limited to what is necessary in relation to the purposes for which your data is processed;
· accurate;
· not kept longer than necessary;
· secure; and
· not transferred outside the UK without adequate protection.

b. There are ‘special categories’ of sensitive personal data which require a higher level of protection which we shall ensure are used and stored in accordance with the UK GDPR and Data Protection Act 2018. 
WHAT PERSONAL INFORMATION WE COLLECT FROM YOU
We may collect the following employee personal information when providing HR Services to you.
· name, contact details (ie address, home and mobile phone numbers, email address) and emergency contacts (ie name, relationship and home and mobile phone numbers);
· information collected during the recruitment process; 
· employment contract information;
· details of salary and benefits, bank/building society, National Insurance and tax information and age;
· details of the employee’s spouse/partner and any dependants;
· nationality and immigration status and information from related documents, such as passport or other identification and immigration information;
· a copy of the employee’s driving licence;
· details of share incentive arrangements, and all information included in these and necessary to implement and administer them;
· details of pension arrangements, and all information included in these and necessary to implement and administer them;
· information contained in sickness and absence records (including sensitive personal information regarding physical and/or mental health);
· racial or ethnic origin, sex and sexual orientation, religious or similar beliefs;
· criminal records information, including the results of Disclosure and Barring Service (DBS) checks, (if applicable);
· trade union membership;
· information on grievances; 
· information on conduct and/or other disciplinary issues;
· details of appraisals and performance reviews;
· details of performance management/improvement plans (if any);
· details of attendance records;
· information regarding work output; and 
· information in applications for other positions within your organisation. 
We may collect the following personal information from you when providing HR Services to you: 
· billing information;
· company email address; 
· first name and surname; and
· telephone number.
HOW WE COLLECT THE PERSONAL INFORMATION
We may collect this personal information from you in order to provide you with HR Services via telephone, text or email. 
WHY WE COLLECT THE INFORMATION AND HOW WE USE IT
We will typically collect and use this personal information for the following purposes:
· for the performance of a contract with you;
· for the purposes of our legitimate interests, but only if these are not overridden by your interests, rights or freedoms;
WHERE PERSONAL INFORMATION MAY BE HELD
Personal information will be held on our databases which are supplied by Windows. Personal information is retained on servers in the United Kingdom. We have security measures in place to seek to ensure that there is appropriate security for the personal data that we hold.
HOW LONG WE KEEP THE PERSONAL INFORMATION
We keep the personal data for the duration of the Contract that we have in place with you. Thereafter we will retain the personal data for a period of 6 years before destroying it. 
YOUR RIGHT TO OBJECT TO US PROCESSING THE PERSONAL INFORMATION
Where our processing of the personal information is based solely on our legitimate interests, you have the right to object to that processing if you give us specific reasons why you are objecting, which are based on the particular situation. If you object, we can no longer process the personal data unless we can demonstrate legitimate grounds for the processing, which override your interests, rights and freedoms, or the processing is for the establishment, exercise or defence of legal claims. If you do object to us processing the personal information we are unlikely to be able to continue providing you HR Services.
Please contact Jessica Pickup, who can be contacted jesspickup@pickuppeople.co.uk / 07427125196 if (in accordance with applicable law) you would like to object, correct or request access to personal information that we hold relating to your employees or if you have any questions about this notice. You also have the right to ask Jessica Pickup some but not all of the personal information we hold and process to be erased (the ‘right to be forgotten’) in certain circumstances. Jessica Pickup can provide you with further information about the right to be forgotten, if you ask for it.


KEEPING YOUR PERSONAL INFORMATION SECURE
We have appropriate security measures in place to prevent personal information from being accidentally lost, or used or accessed in an unauthorised way. We limit access to the personal information to those who have a genuine business need to know it. Those processing the personal information will do so only in an authorised manner and are subject to a duty of confidentiality.
We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.
HOW TO COMPLAIN
We hope that we can resolve any query or concern you raise about our use of the personal information. If not, contact the Information Commissioner at ico.org.uk/make-a-complaint/ or telephone: 0303 123 1113 for further information about your rights and how to make a formal complaint.
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