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ST GEMMA'S HOSPICE
Volunteer Applicant Privacy Notice
	This notice explains how St Gemma's Hospice uses personal information when you apply to volunteer with us.
It should be read alongside the St Gemma's Hospice Corporate Privacy Notice and Privacy Policy.


Who We Are
St Gemma's Hospice is the Data Controller for volunteer applicant information. We are responsible for deciding how personal information is collected, used, stored and protected.
Data Protection Officer / Information Manager
Tony Deighton
Information Manager / Data Protection Officer
St Gemma's Hospice
329 Harrogate Road
Leeds
LS17 6QD

Email: Tony.Deighton@st-gemma.co.uk
Telephone: 0113 218 5500
Why We Collect Your Information
We collect and use personal information to:
· Assess your suitability for volunteering opportunities.
· Communicate with you about your application.
· Arrange interviews, induction and onboarding.
· Obtain references where appropriate.
· Undertake safeguarding checks where required.
· Meet legal, regulatory and insurance obligations.
· Manage and support volunteers who join the Hospice.
· Monitor equality, diversity and inclusion where information is voluntarily provided.
What Information We Collect
Depending on the role, we may collect:
· Name, address and contact details.
· Date of birth where required for insurance, safeguarding or risk management purposes.
· Application forms, CVs, correspondence, availability, skills and experience.
· Emergency contact details.
· Reference information.
· Information about adjustments you may need during the recruitment process.
· Equality monitoring information.
· Criminal conviction or Disclosure and Barring Service (DBS) information where appropriate for the role.
We only collect information that is relevant and necessary for volunteer recruitment and management purposes.
Our Lawful Basis for Processing
We process personal information under the UK General Data Protection Regulation (UK GDPR) because:
· Processing is necessary for our legitimate interests in recruiting, managing and supporting volunteers (Article 6(1)(f)).
· Processing may be necessary to take steps at your request before entering into a volunteering arrangement (Article 6(1)(b)).
· Processing may be necessary to comply with legal obligations (Article 6(1)(c)).
· Processing may be necessary for safeguarding purposes or to protect vital interests where appropriate.
Where we process special category information, such as health information, disability information, equality monitoring information or criminal conviction information, we do so only where permitted by law and with appropriate safeguards.
Who We Share Information With
We may share information with:
· Relevant St Gemma's Hospice staff involved in volunteer recruitment and management.
· Referees you have nominated.
· The Disclosure and Barring Service (DBS), where a check is required.
· Recruitment, HR, volunteer management and IT providers acting on our behalf and under our instructions.
· Regulatory or law enforcement bodies where disclosure is required by law.
We will never sell your personal information.
International Transfers
We do not normally transfer volunteer applicant information outside the United Kingdom.
If information is processed outside the UK, appropriate safeguards will be implemented in accordance with UK data protection law.
How We Keep Information Secure
We use appropriate technical and organisational measures to protect personal information from:
· Unauthorised access.
· Loss or destruction.
· Misuse.
· Accidental disclosure.
Access to personal information is restricted to those who need it for legitimate volunteering, recruitment or governance purposes.
How Long We Keep Information
If your application is unsuccessful, we will normally retain your information for up to 12 months following completion of the recruitment process before securely deleting or anonymising it.
This enables us to respond to recruitment queries, complaints or legal claims and demonstrate that recruitment decisions were made fairly and consistently.
If you become a volunteer, relevant information will be transferred to your volunteer record and retained in accordance with the Hospice Records Retention Schedule.
Your Rights
Subject to certain legal limitations, you have the right to:
· Access your personal information.
· Request correction of inaccurate information.
· Request deletion where applicable.
· Object to certain processing activities.
· Request restriction of processing.
· Withdraw consent where we rely on consent.
· Lodge a complaint about how your information has been handled.
Complaints
If you have any concerns about how your information is being used, please contact the Data Protection Officer in the first instance.
You also have the right to complain directly to the Information Commissioner's Office (ICO):
Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF

Website: https://ico.org.uk
Further Information
For more information about how St Gemma's Hospice uses personal information, please read our Corporate Privacy Notice and Privacy Policy, available on our website or from the Volunteer Services Team.
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