Employment as a personal assistant privacy notice
This privacy notice explains how [Insert name of Individual Employer] may process personal data obtained about you.
What types of personal data are collected as part of the employment process?
· Name
· Address
· Date of Birth
· Email address
· National Insurance Number
· Financial details (for example, bank account details)
· Her Majesty's Revenue and Customs (HMRC) information
What are the purposes for which the information will be used?
The information will be used to fulfil the responsibilities of the employment contract, including ensuring salary payments are made and complying with HMRC obligations and employment law.
What will happen if you do not provide the personal data requested?
You may be legally obliged to provide certain information. If you do not provide information that you are required to give us, we may be unable to make salary payments and therefore may be unable to continue your employment.
Which organisations may your personal information be shared with or obtained from?
· A Direct Payment Support Service provider where payroll and/or a third-party managed account is provided.
· HMRC
· Nottinghamshire County Council for the purposes of undertaking Disclosure and Barring Service (DBS) checks and financial auditing.
What are the legal powers under which we may use this information?
The information is necessary to enter into or to perform a contract. 
How long is personal data held?
Information will be kept for a maximum of 6 years after employment ends.
What rights do you have over the use of your data?
You have rights over the use of your personal data.  Your rights include:
· the right to access a copy of your personal data
· the right to ask for your personal data to be rectified or deleted
· the right to object to use of your personal data. 
In some circumstances, it may not be possible to comply with a request. For example, if you asked us to delete your National Insurance number while you were still employed by us, we would not be able to comply with our duties as an employer.
Contact details of the Information Commissioner’s Office
If you are unhappy with how your data has been processed, or you feel your data protection rights have been breached, you have the right to complain to the Information Commissioner’s Office.
Telephone: 0303 123 1113 (local rate) or 01625 545 745 (national rate)
Fax: 01625 524 510
Website:
Information Commissioner’s Office 
ico.org.uk
Address:
Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
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