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Heart of Worcestershire College Privacy Notice

Agency staff, Contractors, Students from elsewhere doing Work Experience at the college,

Volunteers and Regular Visitors

Revision Date: September 2021
Whois the Data controller?

Heart of Worcestershire College

Address: Peakman Campus, Peakman Street, Redditch, Worcestershire B98 8DW

Web: www.howcollege.ac.uk

Email: dataprotection@howcollege.ac.uk

What personal information does the organisation collect and what lawful reasons do we have to

collectand process it?

Type of data

What lawful reason do we have to collect and process it?

If safeguardingchecks are carriedout bythe
agencyorpartner who employs the staff, the
college will need s ufficientinformation fromthe
agencyorpartnerto confirm thatitis safe for
the staff to workinthe college campus. This is
likelyto include:

e References

e (CV/applicationform

e Detailingof qualifications pertinent to
the role

e Copyofpassport/Drivers licence, or
othervalid ID

The collegeis legallyrequiredto carryout checks for safeguarding
reasons.

Forotherstaff orvolunteers noton the college
payroll, the college willneed to collectany data

required for meeting safeguarding requirements
and carryingout DBS checks, including :

. References

e (CV/applicationform

e  Copyofpassport/Drivers licence or
othervalid ID

The collegeislegallyrequiredto carryout checks for safeguarding
reasons. The college will also need information such as contact details
foradministrative purposesinorderto carryout our public task

Work experience students, whoare not HoW
students, will need to provide:

e TheiroriginalDBScertificateif they
have one

e Copyofpassport/Drivers licence or
othervalid ID

The collegeis legallyrequiredto carryout checks for safeguarding
reasons. The college will also need information such as contact details
foradministrative purposes inorderto carryoutour public task

Images

To keep onthesystemforIDcards for securityand safeguarding
reasons andto improve the service we provide to students as our public
task.Theuseofimagesforanyotherreason, e.g. publishingon the
website, would be subject to consent



http://www.howcollege.ac.uk/
mailto:dataprotection@howcollege.ac.uk

Why do we collect personal information?

We collect basicdetailsin orderto carry out agreed tasks. We collect more extensive informationin
orderto carry outour legal obligations to safeguard students. Where agencies have carried out their
own checks, we still need sufficientinformation to confirm that our legal obligations are met.

Special Category Data and Convictions

Where these are collected, itisto meetourlegal obligations regarding safeguarding students, or to
meetotherlegal obligations such as equality oremployment laws

Where do we obtain your personal data?

This will be supplied by the personthemselves, or other people or organisations such as the agency
employing them, government agencies, orsponsors and referees

How and where do we store data?
Data will be stored securely on paper, orstored securely by electronic methods
Who has access to data?

Your information may be shared internally, with any HoW staff who need the datato carry outtheir
tasks. It might be shared with other agenciesto meet safeguarding obligations. Information would
also be shared with agencies employing staff, and, in the case of work experience, their sponsors,
e.g.theirschool or college.

Do we process data outside the EEA?

HoW College will not store your data in countries outside the European EconomicArea. Data stored
outside the UK but inthe EEA is currently offered the same protection as data stored in the UK,
under BREXIT arrangements. HoOWC will monitor this situationin case of changesin the future. In
rare cases where a supportteamfrom outside the EEA needs access to data to rectify a software
fault, we have strictagreements which involve anonymisation of data, and deletion of any personal
data as soon as the problemisrectified.

How does the organisation protect data?

The organisation takes the security of your data seriously. The organisation hasinternal policies and
controlsin place to try to ensure that your data is not lost, accidentally destroyed, misused or
disclosed, andis notaccessed exceptbyitsemployeesinthe performance of theirduties. The Data
Protection policyis available to view on our website, orcan be obtainedin a paperversion by
contactingour reception.

For how long does the organisation keep data?

Personal data covered by this privacy notice will be deleted within afixed period identified in our
retention policy unlessitis necessary foritto be retained forsafeguarding reasons, or we are
requiredtoretainitfor otherlegal reasons.

What rights do you have?
As a data subject, you have a number of rights. You can:

¢ access and obtain a copy of your data onrequest;



* require the organisation to change incorrect or incomplete data;

* require the organisationto delete orstop processing yourdata, forexample wherethe dataisno
longer necessary forthe stated purposes of processing

* objecttothe processing of your datawhere the organisationisrelyingonits legitimateinterests as
the legal ground for processing.

If you would like to exercise any of these rights, please contact the data protection officer at
dataprotection@howcollege.ac.uk orcontact the college reception

Who can | complain to?

If you believethat HoW College has not complied with your data protection rights, please contact
the Data Protection Officerin the firstinstance. If you are unhappy with the response, you have the
rightto contact the Information Commissioner by goingtotheirwebsite (ico.org.uk) or by ringing
0303 123 1113

What if | do not provide personal data?

Failure to provide datarequired to meetlawful obligations will resultin us not being able to grant
access to the college.

Does HoW College use automated decision-making?

No decisions are not based solely on automated decision-making.
Glossary of Acronyms

GDPR — General Data Processing Regulations

Data Sharing Agreements

The college will share data with government agencies such as social services, as required by law. We
will provide links to their privacy notices onrequest.
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