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AIMING HIGHER

Supperting Families with dizsbled enfldren

Employees’ Personal Information

Throughout employment and for as long as is necessary after the termination of employment, the Charity will
need to process data about you. The kind of data that the Charity will process includes:

o any references obtained during recruitment;

o details of terms of employment;

e  payroll details;

e tax and national insurance information;

o details of job duties;

s details of health and sickness absence records;

« details of holiday records;

s information about performance;

= details of any disciplinary and grievance investigations and proceedings;
s training records;

e contact names and addresses;

o correspondence with the Charity and other information that you have given the Charity.

The Charity believes that those records used are consistent with the employment relationship between the
Charity and vyourself and with the data protection principles. The data the Charity holds will be for
management and administrative use only but the Charity may, from time to time, need to disclose some data
it holds about you to relevant third parties, for example where fegally obliged to do so by HM Revenue &
Customs, where reguested to do so by yourself for the purpose of giving a reference or in relation to
maintenance support, and/or the hosting of data in relation to the provision of insurance.

in some cases the Charity may hold sensitive data, which is defined by the legislation as special categories of
personal data, about you. For example, this could be information about heaith, racial or ethnic origin, criminal
convictions, trade union membership, or religicus beliefs. This information may be processed not only to meet
the Charity's [egal responsibilities but, for example, for purposes of personnel management and
administration, suitability for employment, and to comply with equal opportunity legislation. Since this
information is considered sensitive, the processing of which may cause concern or distress, you will be asked
to give express consent for thisinformation to be processed, unless the Charity has a specific legal requirement
to process such data.
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AIMING HIGHER

Supperting familice witn dlsalsies children

Investigation and Notification

In the event that we become aware of a breach, or a potential breach, an investigation will be carried out. This
investigation will be carried out by a senior member of staff.

We will undertake to notify the Information Commissioner of a breach which is likely to pose a risk to people’s
rights and freedoms without undue delay and at the latest within 72 hours of discovery. If we are unable to
report in full within this timescale, we will make an initial report to the Information Commissicner, and then
orovide a full report in more than one instalment if so required.

We will undertake to notify the individual whose data is the subject of a breach if there is a high risk to peopie’s
rights and freedoms without undue delay and may, dependent on the circumstances, be made before the
supervisory authority is notified.

Record of Breaches

The Charity records all personal data breaches regardless of whether they are notifiable or not as part of its
general accountability requirement under the Data Protection Act 2018. It records the facts relating to the
breach, its effects and the remedial action taken.

When an individual signs up to any of our services, Aiming Higher obtains information about the individuals
who will benefit from those services.

This statement explains how we look after that information and what we do with it.

Aiming Higher has a legal duty under the DPA and GDPR to prevent your information falling into the wrong
hands. We must also ensure that the data we hold is accurate, adequate, relevant and not excessive.

Normally, the only information we hoid comes directly from you or from an organisation to which you have
given your consent to share your information with us. Whenever we cotlect information from you, we will
make it clear which information is required in order to provide you with the informatian, services or goods
you need. You do not have to provide us with any additional information unless you choose to do so.

We store your information securely on our computer system and restrict access only to those persons who
have a need to know. Our workforce and representatives are fully trained in handling your information
securely.

If you have signed up to a service, we will pass your details to the professional worker providing that service.
That worker may gather and record additional information about your circumstances, health and weltbelng
on a regular basis so that we can ensure you always receive the best possible service from us.

We may wish to contact you in the future to tell you about other services we provide, to keep you informed
of what we are doing and ways in which you might like to engage with Aiming Higher. You have the right to
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