Privacy policy
1.

Introduction
This Privacy Notice explains in detail the types of personal data we may collect
about you when you interact with us. It also explains how we’ll store and
handle that data, and keep it safe.
We want you to be fully informed about your rights, and how Albert William
Recruitment uses your data. We hope the following sections will answer any
questions you have but if not, please do get in touch with us at
emma@albertwilliamrecruitment.com

1.1

We are committed to safeguarding the privacy of our website visitors, service
users, individual customers and customer personnel.

1.2

This policy applies where we are acting as a data controller with respect to the
personal data of such persons; in other words, where we determine the purposes
and means of the processing of that personal data.

1.3

In this policy, "we", "us" and "our" refer to Albert William Recruitment. [ For more
information about us, see Section 14.]

2.

Credit

2.1

This document was created using a template from Docular
(https://seqlegal.com/free-legal-documents/privacy-policy).

3.

The personal data that we collect

3.1

In this Section 3 we have set out the general categories of personal data that we
process and, in the case of personal data that we did not obtain directly from you,
information about the source and specific categories of that data.

3.2

We may process data enabling us to get in touch with you ("contact data"). The
contact data may include your name, title, email address, telephone number,
postal address, date of birth, gender and/or social media account identifiers. The
source of the contact data is you. We will also hold details of your education,
salary, and employment history including companies and dates of employment. If
you log into our website using a social media account, we will obtain elements of
the contact data from the relevant social media account provider.

3.3

We may process your website user account data ("account data"). The account
data may include your account identifier, name, email address, business name,
account creation and modification dates, website settings and marketing
preferences. The primary source of the account data is you, although some
elements of the account data may be generated by our website. If you log into our
website using a social media account, we will obtain elements of the account data
from the relevant social media account provider.

3.4

We may process information contained in or relating to any communication that
you send to us or that we send to you ("communication data"). The
communication data may include the communication content and metadata
associated with the communication. Our website will generate the metadata
associated with communications made using the website contact forms

3.5

When do we collect your data
When you register online via our website
When you apply for advertised vacancies via third party providers
When you engage with us on social media.
When you contact us by any means with queries, complaints etc.
When you comment on or review our services.
Any individual may access personal data related to them, including opinions.
When you’ve given a third party permission to share with us the information they
hold about you.

4.

Purposes of processing and legal bases

4.1

In this Section 4, we have set out the purposes for which we may process personal
data and the legal bases of the processing.

4.2

Operations - We may process your personal data for the purposes of operating
our website, providing our services, generating invoices, ensuring that you are kept

up to date with the latest vacancies. One way to achieve that is to use the data we have
about you and be able to match opportunities which may be of interest to you. The legal
basis for this processing is our legitimate interests, namely the proper
administration of our website, services and business.
4.3

Relationships and communications - We may process contact data, account
data, and communication data for the purposes of managing our relationships,
communicating with you (excluding communicating for the purposes of direct
marketing) by email, SMS, post, fax and/or telephone, providing support services
and complaint handling. The legal basis for this processing is our legitimate
interests, namely communications with our website visitors, service users,
individual customers and customer personnel, the maintenance of relationships,
and the proper administration of our website, services and business.

4.4

Direct marketing - We may process contact data, account data and/or
transaction data for the purposes of creating, targeting and sending direct
marketing communications by email, SMS, post and/or fax and making contact by
telephone for marketing-related purposes. The legal basis for this processing is
consent OR our legitimate interests, namely promoting our business and
communicating marketing messages and offers to our website visitors and service
users.

4.5

Record keeping - We may process your personal data for the purposes of
creating and maintaining our databases, back-up copies of our databases and our
business records generally. The legal basis for this processing is our legitimate
interests, namely ensuring that we have access to all the information we need to
properly and efficiently run our business in accordance with this policy.

4.6

Security - We may process your personal data for the purposes of security and
the prevention of fraud and other criminal activity. The legal basis of this
processing is our legitimate interests, namely the protection of our website,
services and business, and the protection of others.

4.7

Legal claims - We may process your personal data where necessary for the
establishment, exercise or defence of legal claims, whether in court proceedings or
in an administrative or out-of-court procedure. The legal basis for this processing
is our legitimate interests, namely the protection and assertion of our legal rights,
your legal rights and the legal rights of others.

4.8

Legal compliance and vital interests - We may also process your personal data
where such processing is necessary for compliance with a legal obligation to which
we are subject or in order to protect your vital interests or the vital interests of
another natural person.

5.

Providing your personal data to others
We will have to share your personal data with trusted third parties or legal
authorities. In the majority of cases it will be clients who have engaged our
services for the purpose of recruitment.

5.1

In addition to the specific disclosures of personal data set out in this Section 5, we
may disclose your personal data where such disclosure is necessary for compliance
with a legal obligation to which we are subject, or in order to protect your vital
interests or the vital interests of another natural person. We may also disclose
your personal data where such disclosure is necessary for the establishment,
exercise, or defence of legal claims, whether in court proceedings or in an
administrative or out-of-court procedure.

6.

Retaining and deleting personal data

6.1

This Section 6 sets out our data retention policies and procedures, which are
designed to help ensure that we comply with our legal obligations in relation to the
retention and deletion of personal data.

6.2

Personal data that we process for any purpose or purposes shall not be kept for
longer than is necessary for that purpose or those purposes.

6.3

Whenever we collect or process your personal data, we’ll only keep it for as long as
is necessary for the purpose for which it was collected.
At the end of that retention period, your data can be deleted completely or
partially depending if you have requested to be removed from certain platforms
i.e. our CRM database, mailing list or any other subscription.

6.4

Notwithstanding the other provisions of this Section 6, we may retain your
personal data where such retention is necessary for compliance with a legal
obligation to which we are subject, or in order to protect your vital interests or the
vital interests of another natural person.

7.

Your rights

7.1

In this Section 8, we have listed the rights that you have under data protection
law.

7.2

Your principal rights under data protection law are:
(a)

the right to access - you can ask for copies of your personal data;

(b)

the right to rectification - you can ask us to rectify inaccurate personal
data and to complete incomplete personal data;

(c)

the right to erasure - you can ask us to erase your personal data;

(d)

the right to restrict processing - you can ask us to restrict the processing
of your personal data;

(e)

the right to object to processing - you can object to the processing of
your personal data;

(f)

the right to data portability - you can ask that we transfer your personal
data to another organisation or to you;

(g)

the right to complain to a supervisory authority - you can complain
about our processing of your personal data; and

(h)

the right to withdraw consent - to the extent that the legal basis of our
processing of your personal data is consent, you can withdraw that consent.

7.3

These rights are subject to certain limitations and exceptions. You can learn more
about the rights of data subjects by visiting https://ico.org.uk/fororganisations/guide-to-data-protection/guide-to-the-general-data-protectionregulation-gdpr/individual-rights/.

7.4

You may exercise any of your rights in relation to your personal data by written
notice to us, using the contact details set out below

8.

Cookies used by our service providers

8.1

We use Google Analytics. Google Analytics gathers information about the use of
our website by means of cookies. The information gathered is used to create
reports about the use of our website. You can find out more about Google's use of
information by visiting https://www.google.com/policies/privacy/partners/ and you
can review Google's privacy policy at https://policies.google.com/privacy.

9.

Amendments

9.1

We may update this policy from time to time by publishing a new version on our
website.

9.2

You should check this page occasionally to ensure you are happy with any changes
to this policy.

10.

Our details

10.1 You can contact us:
(a)

using our website contact form

(b)

by telephone, on 07368 918191

(c)

by email, emma@albertwilliamrecruitment.com

