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PRIVACY NOTICE – JOB APPLICANT 
 
 
General information  

We understand that privacy and the security of your personal data is extremely important. This 
privacy notice sets out what we do with your information and what we do to keep it secure. It also 
explains where and how we collect your personal data, as well as your rights over any personal data 
we hold about you. 
 
What personal data do we hold about you and how will we use it? 

We may hold and use a range of information about you at various stages of our relationship with you. 
We might receive this information from you, we might create it ourselves, or we might receive it from 
someone else (for example if someone provides us with a reference about you). Categories of data 
that we collect, store and use include (but are not limited to):  
 

• The contact details that you provide to us, including names, addresses, email addresses and 
telephone numbers. 

• The position, role, grade, salary, and benefits attaching to the relevant role. 

• Your application paperwork, including the results of any testing. 

• Details of your qualifications, skills, experience and employment history and correspondence 
in relation to them. 

• References received about you, as well as the names and contact details of referees. 

• Requests for special arrangements and/or waiver of eligibility criteria, including our 
consideration and decisions in relation to the same. 

• Communications with you regarding the outcomes of your application. 

• Records of decisions. 

• Documentation relating to your right to work in the UK. 

• Driving licence. 

• Details of any medical issues and/or disabilities that you have notified to us, including any 
consideration and decision on reasonable adjustments made as a result. 

• Details of any criminal record, bankruptcy or credit reference checks conducted where the role 
being applied for is vulnerable to bribery risks. 

• Equality monitoring information. 
 
Data will be stored in a range of various places, including on your application record, in HR 
management systems and on other IT systems (including email). 
 
Further categories of information that we hold in relation to current staff are set out in our Employee 
Handbook, which will be made available to you should we make you an offer of employment. 
 
Why does the Company process personal data? 

The Company needs to process data to take steps at your request prior to entering into a contract 
with you. It may also need to process your data to enter into a contract with you. 
 
In some cases, the Company needs to process data to ensure that it is complying with its legal 
obligations. For example, it is required to check a successful applicant's eligibility to work in the UK 
before employment starts. 
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The Company has a legal requirement to process personal data during the recruitment process and 
for keeping records of the process. Processing information from job applicants allows the Company to 
manage the recruitment process, assess and confirm a candidate's suitability for employment and 
decide to whom to offer a job. The Company may also need to process information from job 
applicants to respond to and defend against legal claims. 
 
The Company may process information about whether or not applicants are disabled to make 
reasonable adjustments for candidates who have a disability. This is to conduct its obligations and 
exercise specific rights in relation to employment. 
 
Where the Company processes other special categories of personal data, such as information about 
ethnic origin, sexual orientation, health or religion or belief, this is for equal opportunities monitoring 
purposes. 
 
Who might we share your information with? 

Your information may be shared internally for the purposes of the recruitment exercise. This includes 
the individual who assumes the HR responsibility, interviewers involved in the recruitment process, 
managers in the business area with a vacancy and IT staff if access to the data is necessary for the 
performance of their roles.  
 
Azpects Ltd will not share your personal data relating to your job application with a third-party 
company without your permission. If you are offered employment, we will then share your information 
with former employers to obtain references for you and employment background check providers to 
obtain necessary background checks. 
 
Transferring information outside of the EEA 

The data that we collect from you may be transferred to, and stored at, a destination outside the 
European Economic Area ("EEA").  
 
We are committed to ensuring that adequate safeguards are in place when transferring personal data 
outside the EEA. As such, we will take reasonable steps to ensure that your personal data is 
adequately protected in accordance with the requirements of UK data protection law. 
 
How long will we keep your information for? 

We will retain your personal data in accordance with law and regulation and never retain your 
information for longer than is necessary. 
 
If your application for employment is successful, personal data gathered during the recruitment 
process will be transferred to your personnel file and retained during your employment. The periods 
for which your data will be held will be provided to you in a new privacy notice. 
 
If your application for employment is unsuccessful, the Company may hold your data on file for twelve 
months after the end of the relevant recruitment process, including for consideration for future 
employment opportunities. At the end of that period your data will be deleted or destroyed. 
 
Your rights 

Access and correction of your personal data: 
 
You have the right to access the personal data that we hold about you. It will be provided to you free 
of charge. 
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Before providing personal data to you or another person on your behalf, we may ask for proof of 
identity and sufficient information about your interactions with us that we can locate your personal 
data and prove the request is genuine. 
 
If any of the personal data we hold about you is inaccurate or out of date, you may ask us to correct it. 
 
If you would like to exercise these rights, please contact us as set out below. 
 
Right to stop or limit our processing of your data: 
 
You have the right to object to us processing your personal data if we are not entitled to use it 
anymore, to have your information deleted if we are keeping it too long or have its processing 
restricted in certain circumstances. 
 
If you would like to exercise any of these rights, please contact us as set out below. 
 
If you believe that the Company has not complied with your data protection rights, you can complain 
to the Information Commissioner. 
 
What if you do not provide personal data? 

You are under no statutory or contractual obligation to provide personal data to the Company during 
the recruitment process. However, if you do not provide the information, the Company may not be 
able to process your application properly or at all. 
 
Automated decision-making 

Automated decision-making takes place when an electronic system uses personal data to make a 
decision without human intervention. The Company will only use automated decision-making in the 
following circumstances: 
 

• Where we have notified you of the decision and given you 21 days to request a 
reconsideration. 

• Where it is necessary to perform the contract with you and appropriate measures are in place 
to safeguard your rights. 

• In limited circumstances, with your explicit written consent and where appropriate measures 
are in place to safeguard your rights. 

 
If the Company makes an automated decision on the basis of any particularly sensitive personal data, 
we must have either your explicit written consent or it must be justified in the public interest, and we 
must also put in place appropriate measures to safeguard your rights. 
 
You will not be subject to decisions that will have a significant impact on you based solely on 
automated decision-making unless we have a lawful basis for doing so and you have been notified. 
 
The Company does not envisage that any decisions will be taken about you using automated means, 
however we will notify you in writing if this position changes. 
 
Contact us 

If you would like to exercise one of your rights as set out above, or you have a question or a complaint 
about our privacy policy or the way your personal data is processed, please contact us by one of the 
following means: 
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By e-mail: datacontroller@azpects.co.uk 
 
By post: Data Controller, Azpects Ltd, Azpects House, Whitehouse Business Centre, Lovetofts Drive, 
Ipswich, Suffolk, IP1 5SF 
 
 
This Privacy Notice has been approved and authorised by: 
 
Name: Kevin Ager 
 
Position: Managing Director 
 
Date: 1st July 2026 
 
Signature:  
 
This document, in line with all Company policies and procedures, will be reviewed annually and updated as 
and when required. 

 
 
 
 
 
 
I acknowledge that I am in receipt of a copy of this Privacy Notice for Job Applicants. 
 
 
 
Signature:  .........................................  Name:  ...............................................  Date:  .......................  


