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Introduction

This privacy notice tells you what you

can expect us to do with your personal
information when you contact us, use one of
our services or have an interaction with us as
a Data Controller/Processor.

This notice is layered. So, if you wish, you can easily select
the reason we process your personal information and see
what we do with it.
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+ why we can process your information;
+  for what purpose we are processing it;
+ whether you must provide it to us;

¢+ for how long we keep it;

+ whether there are other recipients of
your personal information;

+ whether we intend to transfer it to another country;
and

The first part of the notice is information we need to tell
everybody.

Controller’s contact details

Shared Services Connected Limited
1 Bartholomew Close,

London,

EC1A 7BL

Tel: 0203 028 3547

ICO Registration Number ZA022806

Company Registration Number 08460507
For general contact please use our “contact us fom”

which can be found on our main homepage.

Data Protection Officer’s contact details

Our Data Protection Officer is Ruth Walkden.

You can contact her at dpo.uk@soprasteria.com

or via our postal address above. Please mark the envelope
‘Data Protection Officer’.

How do we get information?

Most of the personal information we process is provided
to us directly by you for one of the following reasons:

+  you have made an information
request to us by letter or email;

+  you wish to attend, or have attended, an event;

+ you have applied for employment with SSCL;

*  you are representing your organisation;

¢+ you are a current or former member of SSCL Staffor

+ You are asked for feedback as part of a survey.

We also receive personal information indirectly, in the
following scenarios:

+  an employee of ours gives your contact details as an
emergency contact or a referee or

¢+ we process your data on behalf of a data controller
or a 3rd party



https://sscl.com/
https://sscl.com/
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1. Your Data Protection Rights

Under data protection law, you have rights we need to
make you aware of.

The rights available to you depend on our reason for
processing your information. Please note that, in all

cases where we act as a processor on behalf of another
controller, we may redirect your request to the owner of
your information, e.g. If you are an employee of a client,
for whom we act as processor, then you will be redirected
to your employer for them to take your request forward.

Your right of access

You have the right to ask us for copies of your personal
information. This right always applies. There are some
exemptions, which means you may not always receive all
the information we process.

Your right to rectification

You have the right to ask us to rectify information you think
is inaccurate. You also have the right to ask us to complete
information you think is incomplete. This right always
applies.

Your right to erasure

You have the right to ask us to erase your personal
information in certain circumstances.

Your right to restriction of processing

You have the right to ask us to restrict the processing of
your information in certain circumstances.

Your right to object to processing

You have the right to object to processing if we process
your information because the process forms part of our
legitimate interests.

Your right to data portability

This only applies to information you have given us. You
have the right to ask that we transfer the information

you gave us from one organisation to another or give

it to you. The right only applies if we are processing
information based on your consent or under a contract,
or in talks about entering a contract and the processing is
automated.

You are not required to pay any charge for exercising any
of your rights and we have one month to respond to you.

Please contact us at dpo.uk@soprasteria.comif you wish
to make a request.
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5. Your Right to Complain

We work to high standards when it comes to processing
your personal information. If you have queries or concerns,
you can make a complaint to dpo.uk@soprasteria.com
and we will respond.

If you remain dissatisfied, you can make a complaint
to the UK supervisory authority the Information
Commissioner’s Office about the way we process your
personal information.

6. Children’s Information

We do not provide services directly to children or
proactively collect their personal information.

7. How You Contact Us

Social media

We only use social media to deliver messages and do not
gather personal data from this. Please refer to the privacy
policy of the social platform you are using.

Emailing us

We use Transport Layer Security (TLS) to encrypt and
protect email traffic in line with government guidance on
email security. Most webmail such as Gmail and Hotmail
use TLS by default.

We will also monitor any emails sent to us, including file
attachments, for viruses or malicious software. You must
ensure that any email you send is within the bounds of the
law.

For general contact please use our “contact us fom”.

8. Visitors to our Website

Analytics and cookies

The main SSCL website uses Google analytics to allow us
to measure how the site is used and to improve the service,
however these will not be turned on automatically and you
will be asked if you would like to accept these cookies when
you visit the site, you can opt out at any time:

More on how Google Analytics uses cookies to measure
user-interactions on websites - Privacy Policy — Privacy &
Terms — Google

Google analytics opt out

To stop Google collecting this information, use the
following link to opt out of all Google analytics.

Google Analytics opt out —Google Analytics Opt-out
Browser

Cookie Policy
Link to SSCL cookie policy - Cookie Policy — SS@



https://ico.org.uk/make-a-complaint/
https://sscl.com/
https://sscl.com/
https://policies.google.com/privacy
https://policies.google.com/privacy
https://tools.google.com/dlpage/gaoptout
https://tools.google.com/dlpage/gaoptout
https://sscl.com/cookie-policy/
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What do we need?

Enough personal data to understand and deal with the
nature of your enquiry or facilitate your visit.

Why do we need it?

We need enough information to establish your
identification depending on the circumstances of your
interaction with us.

What do we do with it?

The data we gather will only be used for the purpose for
which it was gathered. If your contact was an enquiry,
we may further process your basic contact details for

a customer satisfaction survey to establish how well we
handled your contact with us.

What are your data protection rights?

You have the right to have your data erased at any
time and you can object to any processing which is
accomplished under Legitimate Interest.

More information on your data protection rights.

Do we use any data processors?

Yes - Sopra Steria is a processor for us as a provider of
our IT and support - https://www.soprasteria.com/footef
personal-data-protection-charte

10.2 You have applied for
employment with SSCL

Purpose and legal basis for processing

Our purpose for processing this information is to assess
your suitability for a role you have applied for.

The legal basis upon which we rely for processing your
personal data is article 6(1)(b) of the UK GDPR, which
relates to processing necessary to perform a contract
or to take steps at your request, before entering a
contract. The legal basis upon which we rely to process
any information you provide as part of your application
which is special category data, such as health, religious
or ethnic information is article 9(2)(b) of the UK GDPR,
which also relates to our obligations in employment and
the safeguarding of your fundamental rights and article
9(2)(h) for assessing your work capacity as an employee’
and Schedule 1 part 1(1) and (2)(a) and (b) of the Data
Protection Act (DPA)2018 which relates to processing for
employment, the assessment of your working capacity and
preventative or occupational medicine.

What will we do with the information you
give us?

We will use all the information you provide during the
recruitment process to progress your application with a
view to offering you an employment contract with us, or to
fulfil legal or regulatory requirements if necessary.

We will not share any of the information you provide with
any third parties for marketing purposes.

We will use the contact details you give us to contact you
to progress your application.

We will use the other information you provide to assess
your suitability for the role.



https://www.soprasteria.com/footer/personal-data-protection-charter
https://www.soprasteria.com/footer/personal-data-protection-charter
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