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Introduction
We are Conversion Works Limited with registered number 08417758
and address Unit 6 Windsor Business Centre SL4 1SP. Our Data
Protection Lead can be contacted at
dataprotection@conversionworks.co.uk. We have produced this
privacy notice in order to keep you informed of how we will handle your
personal data as Data Controller. All handling of your personal data is
done in compliance with the General Data Protection Regulation (EU)
2016/679 (“Data Protection Legislation”).
This notice will apply to any individual applying for a role within our business, either as an
employee, contractor or worker (collectively referred to in this notice as “Candidates”).
As part of running the business, Conversion Works Limited will need to process the personal
data of Candidates. We recognise the importance of data protection principles and will
always comply with Data Protection Legislation.
The terms “Personal Data”, “Personal Data Breach”, “Data Protection Officer”, “Data
Controller”, “Data Processor”, “Data Subject” and “process” (in the context of usage of
Personal Data) shall have the meanings given to them in the Data Protection Legislation.
“Data Protection Lead” is the title given to the member of staff leading our data protection
compliance programme in lieu of a requirement for a Data Protection Officer.

What are your rights?
When reading this notice, it might be helpful to understand that your rights arising under
Data Protection Legislation include:
● The right to be informed of how your Personal Data is used (through this notice);
● The right to access any personal data held about you;
● The right to rectify any inaccurate or incomplete personal data held about you;
● The right to erasure where it cannot be justified that the information held satisfies
any of the criteria outlined in this policy;
● The right to prevent processing for direct marketing purposes, scientific/historical
research or in any such way that is likely to cause substantial damage to you or
another, including through profile building; and
● The right to object to processing that results in decisions being made about you by
automated processes and prevent those decisions being enacted.
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Under certain circumstances, some of your rights might not be available, or be limited by
legal requirements, our interests or the interests of others.

Where do we get your personal data?
A lot of the information that we collect about you is gathered through the
application/recruitment process, either directly from you, or through an employment
agency. During this process, we also sometimes collect additional information from third
parties, such as former employers as referees, academic referees and publicly accessible
sources, such as LinkedIn.

What information about you do we collect?
We might collect, use, store and transfer different kinds of Personal Data about you which
includes:
● the information found in your CV;
● the information included in your covering letter;
● the information you give us during interview; and
● information about your protected characteristics, as defined in the Equalities Act
2010.

How do we use the data we collect?
We use the data we collect about you to:
● assess skills, qualifications and suitability for the role;
● communicate with you about the recruitment process; and
● comply with legal and/or regulatory requirements.
It is within our legitimate interests to process your information in order to decide whether
you offer you the role as it is beneficial to us to fill the role.
This processing will also help us determine whether we will enter into a contract with you.
Whether or not we collect or use certain data is determined by the recruitment process as
follows:
1. We will receive your CV and covering letter and/or test results and use this
information to decide if you will be shortlisted for the role.
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2. If you are called for interview, we will use the information gathered at this stage to
decide if we will offer you the role or to progress onto another interview phase.
3. If you accept our offer, we will then conduct our final checks, such as gathering
references and information about your right to work in the UK, before confirming
your appointment.
If you fail to provide any of the information noted above, at the times requested, we will not
be able to make an adequate decision on your suitability for the role available, and
unfortunately, will need to remove you from consideration.

How do we use ‘Special Categories’ of personal data?
● We use information you provide us about any disabilities in order to make reasonable
adjustments during the recruitment process, as required.
● We carry out equal opportunities monitoring and reporting by processing information
about your race or national or ethnic origin, religious, philosophical or moral beliefs,
or your sexual life or sexual orientation.
● We do not expect to process any information about criminal convictions.

What profiling or automated decision making do we perform?
Conversion Works Limited does not perform any profiling or automated decision making
based on your personal data.

How long will your personal data be kept?
Conversion Works Limited holds your details in relation to recruitment for a period of three
(3) months after we have informed you of our final decision. We do this so that we can
evidence our decision-making process in the event of any allegations of discrimination.
After three (3) months we will keep your information on file in line with the retention periods
detailed below; this is based on a legitimate interest that benefits both parties, allowing us to
contact you for relevant opportunities that may arise in the future.
The following data will be retained for six (6) years (based on completion of the application
process date):
●
●
●
●
●
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Contact details
CV
Role applied for and outcome of the application
Correspondence with you about the application
Interview notes

During that time you have the right to request access to details within the operational
systems and we will provide them to you in a readable format.
Once the initial 3 months has lapsed, you may request that details are removed from our
systems; in this case we will remove all detail and confirm that to you.
After 6 years has elapsed, we may contact you to inform you that your details will be
removed, but ask for consent to retain your details in case appropriate roles arise.
Where applicable, we might also be required to hold records for longer periods in order to
comply with a legal obligation, such as the applications of foreign nationals that must be held
by us for a minimum of twelve (12) months in compliance with Home Office regulations.

Who else will receive your personal data?
Conversion Works Limited may pass your data to third parties identified in ‘Our Data
Processors’ section below. We pass data to these third parties strictly for the purpose of
helping us to process your application. Third parties are not permitted to use your data for
their own purposes.

Our Data Processors
Name of
Third Party
Processor

Purposes for carrying
out processing

Their Data Processors
(‘sub-processors’)

Google

Business needs

https://gsuite.google.com/intl/e
n/terms/subprocessors.html

ISMS
(Alliantist)

Business needs

MightyHive,
Inc. and its
affiliates

Business/Legal needs
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https://www.isms.online/terms
-conditions/

●MightyHive, Inc.
●MightyHive Holdings, Ltd
●MightyHive Ltd.
●MightyHive AU Pty. Ltd.
●MightyHive SG Pte. Ltd.
●MightyHive K.K.
●PT MightyHive Indonesia
●MightyHive NZ Limited
●MightyHive Hong Kong Ltd
●MightyHive India PVT LTD
●MightyHive Korea Co. Ltd.
●S4, plc United States

If applicable – where does data
leaving the EEA go and what
safeguards are in place?
Yes, the Data Centres located
around the world
https://www.google.com/about/
datacenters/inside/locations/ind
ex.html
All customer data is hosted in
the UK and within EEA .
Sub-processors’ data centres
may locate around the world
https://www.isms.online/privacy
/
We only send data outside the
EEA where we have legal
agreements and safeguards in
place

Recruitment
Revolution.c
om Ltd.
(UK
company no.
05627376)

Your personal data
may be provided to
Recruitment
Revolution.com Ltd. so
they may assist us with
the processing of your
employment
application (in
particular by assessing
your application and
providing us with us
about advice on it and
on whether we should
enter into a contract
with you). This Third
Party Processor may
also communicate
directly with
candidates on our
behalf regarding
employment
applications.

https://www.recruitmentrevolu
tion.com/terms-of-business

When the data is sent outside
the EEA, Recruitment
Revolution.com Ltd.
have in place a legal agreement
which complies with relevant
legislation.

Does your data leave the EU?
Yes. Details are included in the section ‘Our Data Processors’ above.

Who can you get in touch with?
If you’d like to discuss any of the points raised within this notice, please get in touch your
recruitment contact or our Data Protection Lead at dataprotection@conversionworks.co.uk.
If you are not happy with how we have handled your Personal Data, in addition to sending us
your complaints directly to dataprotection@conversionworks.co.uk, you can send
complaints to our supervisory authority. As Conversion Works Limited predominantly
handles the personal data of UK nationals, our supervisory authority is the Information
Commissioner’s Office. If you believe that we have failed in our compliance with data
protection legislation, complaints to this authority can be made by visiting
https://ico.org.uk/concerns/
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