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About the Energy Agency

The Energy Agency is a registered charity established in 1999. We provide free and impartial advice to
households, businesses and communities in southwest Scotland on:

e Energy efficiency

o Renewable energy

e Sustainable transport
As your employer, the Energy Agency is a “data controller” and this document explains how we process
your information.

Personal Data

Personal data is information relating to a living person who can be identified from that data. Identification
can be based on the information alone, or in conjunction with any other information. The processing of
personal data is governed by the General Data Protection Regulation 2016 (GDPR).

What information do we collect from you?

We will only collect the personal information we need to provide you with relevant information, services
and support. The personal data we will collect will be dependent on the job you are applying for, and the
extent to which you progress through the recruitment process.

Applying for a Job

If you apply for a job at the Energy Agency, we will collect the follow data:
Name

Address

Email

Phone number

Job history and references

Qualifications/Professional body membership

Caring responsibilities

Disability

National identity



The Energy Agency utilises South Ayrshire Council’s recruitment system. The following data may be
collected at application, however the provision of the undernoted information is entirely voluntary. Its
purpose is to assist the Council in ensuring that fair practices are adhered to, and that no Applicant is
treated less favourably on any ground:

e Gender
Ethnicity
Marital status
Age
Sexual orientation
Religion or belief

Selection Process (taking part in interviews etc.)

e Confirmation of Criminal Conviction.
¢ Confirmation of any adjustments/specific requirements to facilitate participation in the selection
process.

Employment

If you are successful at interview and we offer you the post, we will collect the following information:
¢ Evidence of qualifications/professional body membership (if applicable).
o Evidence of driving licence and related insurance (if applicable).
e Evidence of the right to work in the UK
e Protection of vulnerable group (PVG) membership (if applicable).
o Bank details
¢ National Insurance number
e Tax Status confirmation
¢ Pre-employment Health checks (as applicable to the post)
e Emergency contact information

What do we do with your information?

The personal data you provide will be processed by Energy Agency and South Ayrshire Council
Employees. We will only collect the data we need in order to:

e assess your eligibility and ability to undertake the job you are applying for;

e process your job application;

o complete relevant and required recruitment checks

What is the legal basis for using/sharing your information?

To comply with, and adhere to, employment law, protection of vulnerable groups, health and safety, home
office regulations and equality legislation.



Who we may share your information with

e South Ayrshire Council (HR)

e South Ayrshire Council (Payroll)

e Disclosure Scotland (if applicable).

e The individuals stated in your application as references.

How long do we keep your information?

We keep your personal data for no longer than reasonably necessary. We will retain your information for
6 months if you apply for a job with us, or you are selected for interview. Only if you are awarded the
position will your recruitment information be retained beyond 6 months, as it will then form part of your
employee record.

What are your rights?

The lawful basis for processing/using your personal data directly impacts which rights are available to
you. For example, some rights will not apply, in this case we are not required to:

e erase your personal information.

e enable the right to data portability

However, you do have the following rights and can ask us to:
e correct your personal information if it is inaccurate;
o complete your personal information if it is incomplete;
o restrict the processing of your personal information in certain circumstances.

You also have the right to object to the processing of your personal information.

What are the consequences of failing to provide personal information?

Where the provision of your information to the Energy Agency is a statutory or contractual requirement,
or a requirement necessary to enter into a contract, you are obliged to provide the information.

Your application or job offer may be withdrawn where you fail to provide required information.

How can you get in touch with us?

If you wish to obtain any records held by the Energy Agency relating to you, or if you have any general
data protection queries, please contact us via energyagency@energyagency.org.uk
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Are you dissatisfied with the way your Personal Information has been
handled?

If you are unhappy with the way we have dealt with your personal information, you can complain to the
Energy Agency’s Managing Director via the aforementioned email address.

If you remain dissatisfied after contacting us, you have the right to complain to the Information
Commissioner (https://ico.org.uk/for-the-public/):

Information Commissioner’s Office — Scotland
45 Melville Street

Edinburgh

EH3 7HL

scotland@ico.org.uk
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