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Privacy Notice Statement

BPA Corporate Facilitation Ltd (trading as BPA Quality) is a data controller. We are
committed to protecting your personal data and processing it in accordance with UK
General Data Protection Regulation (GDPR), the Data Protection Act 2018 and other
applicable data protection legislation. This recruitment privacy notice explains how we
collect, use and store your personal data during the recruitment process, how long we
retain it, and your rights in relation to that data.

Data Controller Details

Our company details are as follows:

FAO: The Privacy Team, BPA Corporate Facilitation Itd, Milford House, Pynes Hill, Exeter EX2
5AZ

Email:

Telephone: 01392 347400 and ask to speak to the Privacy Team
Data Protection Principles

Under UK GDPR, all personal data obtained and held by us must be processed according to a
set of core principles. In accordance with these principles, we will ensure that:

e processing is fair, lawful and transparent

e datais collected for specific, explicit and legitimate purposes

e data collected is adequate, relevant and limited to what is necessary for the
purposes of processing

e datais kept accurate and up to date

e data which is found to be inaccurate will be rectified or erased without delay

e datais not kept for longer than is necessary for its given purpose

e datais processed in a manner that ensures appropriate security of personal data
including protection against unauthorised or unlawful processing, accidental loss,
destruction or damage by using appropriate technical or organisation measures

e we comply with the relevant GDPR procedures for international transferring of
personal data

The Types of Data We Process and Why

Personal data is any information about an individual from which that person can be
identified. It does not include anonymous data which does not identify the individual.

We collect, store and use several categories of personal data on our job applicants /
candidates to carry out effective and efficient processes. We keep this data in recruitment
files relating to each vacancy and we also hold the data within our computer systems, eg
recruitment logs. It is your responsibility to keep us up to date with any changes to your
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personal details so that we can make sure that your personal data is accurate. If your
personal details change, you must notify

Specifically, we collect, store and use the following types of data:

e personal details including your name (and any name changes), address, date of birth,
email address, phone numbers

e photographs

e your gender, marital status, information of any disability you have or other medical
information

e right to work documentation

e information on your race and religion for equality monitoring purposes

e information gathered via the recruitment process such as that entered a CV or
included in a cover letter

o references from former employers

e details on your education and employment history

e driving licence

e criminal convictions

e assessment and testing results

e Interview Notes

We only collect personal data that is necessary for the recruitment process.
How We Collect Your Data

We collect data about you in a variety of ways. This includes directly from you (e.g.
application forms, CVs, interviews), recruitment agencies, referees, publicly available
sources (e.g. professional networking sites) or current BPA colleagues where your
application has been submitted using our recommend a friend scheme.

Other details may be collected directly from you in the form of official documentation such
as your driving licence, passport or other right to work evidence.

In some cases, we will collect data about you from third parties. Where we collect your data
from third parties, this may include recruitment agencies, referees and publicly available

sources such as professional networking sites.

Further information will be collected directly from you if you are successful in securing
employment at BPA.

How We Use Your Data

To provide greater transparency, the table below summarises the main purposes for which
we process your personal data and the lawful basis we rely on.

Activity requiring your data Lawful basis

Carrying out checks in relation to your right | Legal obligation
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to work in the UK

Making reasonable adjustments for
candidates with disabilities

Legal obligation

Making recruitment decisions in relation to
both initial and subsequent employment,
eg promotion.

Our legitimate interests which are to
manage recruitment, assess candidates and
appoint suitable individuals

Making decisions about salary and other
benefits

Our legitimate interests which are to
determine appropriate remuneration and
benefits for the role

Responding to and defending legal claims
made against us

Our legitimate interests which are to
establish, exercise or defend legal claims
arising from the recruitment process

Verifying information and preventing fraud

Our legitimate interests which are to
ensure information provided is accurate
and prevent fraud

Where we rely on legitimate interests as our lawful basis, we have carried out a legitimate
interests assessment to ensure that our interests do not override your rights and freedoms.

Special Categories of Data

The GDPR defines special category data as:

genetic data;

data concerning health;
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data concerning a person’s sex life; and
data concerning a person’s sexual orientation.

personal data revealing racial or ethnic origin;

personal data revealing political opinions;

personal data revealing religious or philosophical beliefs;
personal data revealing trade union membership;

biometric data (where used for identification purposes);

We carry out processing activities using special category data:

DS

e

» for the purposes of equal opportunities monitoring
»  to determine reasonable adjustments

Most commonly, we will process special categories of data when the following applies:
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you have given explicit consent to the processing

we must process the data to carry out our legal obligations

we must process data for reasons of substantial public interest
you have already made the data public

These processing activities are carried out in accordance with Article 9 of UK GDPR and

Schedule 1 of the Data Protection Act 2018.
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We do not need your consent if we use special categories of personal data in order to carry
out our legal obligations. However, we may ask for your consent to allow us to process
certain particularly sensitive data. If this occurs, you will be made fully aware of the reasons
for the processing. As with all cases of seeking consent from you, you will have full control
over your decision to give or withhold consent and there will be no consequences where
consent is withheld. Consent, once given, may be withdrawn at any time. There will be no
consequences where consent is withdrawn.

Criminal Conviction Data

We will only collect criminal conviction data where it is appropriate given the nature of your
role and where the law permits us. This data will usually be collected at the recruitment
stage, however, may also be collected during your employment should you be successful in
obtaining employment. We rely on the lawful basis of our legitimate interests to assess your
suitability for the role, manage risk, prevent conflicts of interest and ensure the integrity of
our operations together with an applicable condition under Schedule 1 of the Data
Protection Act 2018, to process this data.

We use criminal conviction data in the following ways:

e for the purpose of conducting a Basic Disclosure Check to ensure no conflict of interest
within your role

If You Do Not Provide Personal Information

If you fail to provide certain information when requested, we may be unable to fulfil our
requirements for entering a contract of employment with you. This could include being
unable to offer you employment or administer contractual benefits. One of the reasons for
processing your data is to allow us to carry out an effective recruitment process. Whilst you
are under no obligation to provide us with your data, we may not be able to process or
continue with (as appropriate) your application.

Providing certain personal data is necessary to enable us to enter into a contract with you
and to comply with legal obligations, such as right to work checks.

Sharing Your Data

Employees within our company who have responsibility for recruitment will have access to
your data which is relevant to their function. All employees with such responsibility have
been trained in ensuring data is processed in line with GDPR.

Data is shared with third parties for the purpose of obtaining references, right to work
checks, undertaking criminal record checks and booking interviews where we have received
your details through a recruitment agency. In some cases, we will collect data about you
from third parties, such as employment agencies. The third parties who will process your
personal data for this purpose are at Appendix A.
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We may also share your data with third parties as part of a Company sale or restructure, or
for other reasons to comply with a legal obligation upon us. We have a data processing
agreement in place with such third parties to ensure data is not compromised. Third parties
must implement appropriate technical and organisational measures to ensure the security
of your data. We do not share your data with organisations outside of the United Kingdom
or the European Economic Area (EEA) during the recruitment process. If your application is
successful, your data will be processed in accordance with our employee privacy notice.

Protecting Your Data

Personal data is kept securely in BPA's systems. We use appropriate technical and
organisational measures to protect personal information under our control. We implement
security measures appropriate to the nature of the processing and regularly review these
measures.

We have internal policies in place to ensure that your data is not lost, accidentally
destroyed, misused or disclosed, and is not accessed except by our personnel in the proper
performance of their duties.

Data Retention

We retain unsuccessful candidate data for 6 months. In limited circumstances, such as
where required to defend legal claims, this may be extended up to 12 months.

If your application is not successful and we have not sought consent or you have not
provided consent upon our request to keep your data for the purpose of future suitable job
vacancies we will keep your data for six months once the recruitment exercise ends. At the
end of that period, your data will be deleted or destroyed (unless we need to retain it for
longer to exercise or defend any legal claims).

If we have sought your consent to keep your data on file for future job vacancies and you
have provided consent, we will keep your data for nine months once the recruitment
exercise ends. At the end of this period, we will delete or destroy your data, unless you have
already withdrawn your consent to our processing of your data in which case it will be
deleted or destroyed upon your withdrawal of consent.

Where you have provided consent to our use of your data, you also have the right to
withdraw that consent at any time. This means that we will stop processing your data and
there will be no consequences of withdrawing consent.

If your application is successful, your data will be transferred to the systems we use for

employees. We have a separate privacy notice for employees, which will be provided to you
as part of your onboarding.

Automated Decision - Making

Automated decision-making means making decisions about you using no human
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involvement, eg using computerised filtering equipment. No decision will be made about
you solely based on automated decision making (where a decision is taken about you using
an electronic system without human involvement) which has a significant impact on you.

We may use automated tools to assist with the recruitment process (for example, filtering
applications based on role requirements). However, all recruitment decisions involve human
review and are not made solely by automated means.

Your Data Protection Rights

The law on data protection gives you certain rights in relation to the data we hold on you.
These are:

e the right to be informed about the data we hold on you and what we do with it

e the right of access to the data we hold on you

e the right for any inaccuracies in the data we hold on you, however they come to
light, to be corrected (“rectification”)

e the right to have data deleted in certain circumstances (“erasure”

e the right to restrict the processing of the data

e the right to transfer the data we hold on you to another party (“portability”)

e the right to object to the inclusion of your personal information

e the right to regulate any automated decision-making and profiling of personal data

In addition to the above rights, you also have the unrestricted right to withdraw consent
that you have previously provided to our processing of your data at any time. Withdrawing
your consent means that we will stop processing the data that you had previously given us
consent to use. There will be no consequences for withdrawing your consent. However, in
some cases, we may continue to use the data where so permitted by having a legitimate
reason for doing so.

If you wish to exercise any of the rights explained above, please contact

Making a Complaint

If you have any complaints about how your personal data is being used or that your data
rights have been breached we encourage you to contact us in the first instance so that we
can try to resolve the issue. You can contact us using the following details:

e email: or
e telephone: 01392 347400

When you contact us, please provide as much detail as possible about your complaint. This
will help us to understand the issue and investigate it effectively.

You may also raise a concern using any other contact method we provide, including via our
website or social media channels or through any BPA contact you have.
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Once we receive your complaint, we will:

e acknowledge receipt of your complaint within 30 days of receipt

e investigate the matter and, where necessary, request further information from you
e keep you informed of progress where appropriate

e provide you with a response explaining the outcome of our investigation

We aim to handle all complaints without undue delay. We will ensure you are kept up to
date during our investigation.

You have the right to make a data protection complaint at any time to the Information
Commissioner's Office (ICO) the UK supervisory authority for data protection issues. The
ICO's contact details are as follows:

Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9
S5AF

Helpline number: 0303 123 1113

ICO website:
Review

This Privacy Notice was reviewed on behalf of BPA Corporate Facilitation Ltd by Zeta
Carpenter, People and Culture Manager in June 2026.

This Privacy Notice will be reviewed by June 2027.
We reserve the right to update this privacy notice at any time, and we will provide you with

a new privacy notice when we make any substantial updates. We may also notify you in
other ways from time to time about the processing of your personal information.
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Appendix A - 3'Y Party Data Processors

Data Processor

Purpose

Privacy Notice

Email / IT Hosting Providers

To facilitate communication
with candidates and store
personal data

Privacy Notices available via
supplier websites

Government Checking
Service

To undertake Right to Work
Checks

Indeed

As a recruitment platform
to host jobs, receive
candidate applications

Interview and Assessment
Platforms such as Zoom and
MS Teams

To conduct interviews and
assessments

Privacy Notices available via
supplier websites

Recruitment Agencies —
Various

To support with recruitment
activity

Provided upon working with
agency

Ucheck

Undertake Security Checks

Yoti & People Check

To undertake Right to Work
Checks
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If you have any
questions regarding the
content of this notice,
please email
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