CAREPORT
GROUP

Job Applicants Data Privacy Notice

Overview

Careport Group (“we” or “us”) is committed to data protection and data privacy. With the General Data
Protection Regulation (GDPR) becoming enforceable from 25 May 2018, we have undertaken a
GDPR readiness programme to review our entire business, the way we handle data and the way in
which we use it to provide our services and manage business operations.

This notice details the personal data we may retain, process and share with third parties relating to
your employment and vital business operations. We are committed to ensuring that your information
is secure, accurate and relevant. To prevent unauthorised access or disclosure, we have
implemented suitable physical, electronic, and managerial procedures to safeguard and secure
personal data we hold.

Introduction

We have issued this notice to describe how we handle personal data that we hold for job applicants
(collectively referred to as "you").

We respect the privacy rights of individuals and are committed to handling personal data responsibly
and in accordance with applicable law. This notice sets out the personal data that we collect and
process about you, the purposes of the processing and the rights that you have in connection with it.

If you are in any doubt regarding this notice, please contact our Data Protection Officer (DPO) on
dpo@careportgroup.com

Types of personal data we collect

We process personal data relating to those who apply for job vacancies with us or who send
speculative job applications, CV’s or resumes to us. We do this for employment purposes, to assist us
in the selection of candidates for employment, and to assist in the running of the business. The
personal data may include identifiers such as name, date of birth, personal characteristics such as
gender, qualifications and previous employment history.

We will not share any identifiable information about you with third parties without your consent unless
the law allows or requires us to do so. The personal data provided during an application process will
be retained for a period of at least six months or, if required by law, for as long as is required.

When submitting an application for employment we may process personal data about you but this
privacy notice does not form part of an employment offer or contract between us. If we make an
employment offer to you, we will provide further information about our handling of your personal
information in an employment context separately.

How do we get your information?
We get information about you from the following sources:

Directly from you.

An employment agency.

Your employer if you are a secondee.

Referees, either external or internal.

Occupational Health and other health providers.

CCTV images from our landlords or taken using our own CCTV systems.
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Purposes for processing personal data

Recruitment

If you are applying for a role with us then we collect and use this personal data for recruitment
purposes — in particular, to determine your suitability for a specific role. This includes assessing your
skills, qualifications and verifying your information, carrying out reference checks and background
checks (where necessary) and to generally manage the hiring process and communicate with you
about it.

If you are accepted for a role with us, the data collected during the recruitment process will form part
of your ongoing employee record. We will provide further information about our handling of your
personal information in an employment context separately.

Legal purposes

We may also use your personal data where we consider it necessary for complying with laws and
regulations, including collecting and disclosing employee personal information as required by law (e.g.
for tax, health and safety, anti-discrimination laws), under judicial authorisation, or to exercise or
defend our legal rights.

Legal basis for processing personal data

Our legal basis for collecting and using the personal data described above will depend on the
personal data concerned and the way we collect it. We will normally collect personal data from you
only where we need it to perform a contract with you (i.e. to manage the employer/employee
relationship), where we have your freely given consent to do so, or where the processing is in our
legitimate interests and only where this interest is not overridden by your own interests or
fundamental rights and freedoms. In some cases, we may also have a legal obligation to collect
personal information from you or may otherwise need the personal information to protect your vital
interests or those of another person.

Any processing based on consent will be made clear to you at the time of collection or use — consent
can be withdrawn at any time by contacting our DPO.

Data storage

Your personal data will be stored securely within Careport Group’s IT systems or on the systems of
our trusted suppliers.

Data retention

Personal data will be stored in accordance with applicable laws and kept for as long as needed to
carry out the purposes described in this notice or as otherwise required by law. Generally, this means
your personal information will be retained until the end or your employment, employment application,
or work relationship with us plus a reasonable period of time thereafter to respond to employment or
work-related inquiries or to deal with any legal matters (e.g. judicial or disciplinary actions), document
the proper termination of your employment or work relationship (e.g. to tax authorities), or to provide

you with ongoing pensions or other benefits.

For more information, please see our Data Retention Policy, which outlines our current document
retention schedule.
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Your rights

You may exercise the rights available to you under data protection law as follows:

e The right to be informed.

e The right of access.

e The right to rectification.

e Theright to erasure.

e The right to restrict processing.

e The right to data portability.

e The right to object.

¢ Rights in relation to automated decision making and profiling.

If you would like to exercise any of your rights or request a copy of some or all of your personal
information, please complete the Data Subject Access Request form (available from
www.mariposacare.com). No charge will be made for this service.

We respond to all requests we receive from individuals wishing to exercise their data protection rights
in accordance with applicable data protection laws. You can read more about these rights at:

https://ico.org.uk/for-the-public/is-my-information-being-handled-correctly/

To exercise any of these rights, please contact our DPO.

Issues and complaints

We try to meet the highest standards when collecting and using personal information. For this reason,
we take any complaints we receive about this very seriously. We encourage people to bring it to our
attention if they think that our collection or use of information is unfair, misleading or inappropriate.
We would also welcome any suggestions for improving our procedures.

This notice was drafted with clarity in mind. It does not provide exhaustive detail of all aspects of our
collection and use of personal information. However, we are happy to provide any additional
information or explanation needed.

If you want to make a complaint about the way we have processed your personal information, you can
contact the Information Commissioner’s Office in their capacity as the statutory body which oversees
data protection law — www.ico.org.uk/concerns.

Updates to this notice

This notice may be updated periodically to reflect any necessary changes in our privacy practices.
Contact details

Please address any questions or requests relating to this notice to the Data Protection Officer (DPO)
Email: dpo@careportgroup.com

Post: FAO DPO, Careport Group, Scholes Mill, Old Coach Road, Tansley, Derbyshire, DE4 5FY.
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