
Your tagline here. 

Briefly describe the 

kind of items your 

restaurant offers. 

Phone: 555.555.5555 

Fax: 555.555.5555 

E-mail: someone@example.com 

Menu 

Your Organization 

 

 

 In
tro

d
u
ctio

n
 

A
s p

a
rt o

f a
ny

 re
cruitm

e
nt p

ro
ce

ss, A
ca

cia
 co

lle
cts a

nd
 p

ro
ce

sse
s p

e
rso

na
l d

a
ta

 re
la

ting
 to

 jo
b
 a

p
p
lica

nts. A
ca

cia
 is co

m
m

itte
d
 to

  

b
e
ing

 tra
nsp

a
re

nt a
b
o
ut ho

w
 it co

lle
cts a

nd
 use

s tha
t d

a
ta

 a
nd

 to
 m

e
e
ting

 its d
a
ta

 p
ro

te
ctio

n o
b
lig

a
tio

ns. 
  W

h
a

t in
fo

rm
a

tio
n
 d

o
e
s A

ca
cia

 co
lle

ct?
 

A
ca

cia
 co

lle
cts a

 ra
ng

e
 o

f info
rm

a
tio

n a
b
o
ut y

o
u. This includ

e
s: 

•
 

y
o
ur na

m
e
, a

d
d
re

ss a
nd

 co
nta

ct d
e
ta

ils, includ
ing

 e
m

a
il a

d
d
re

ss a
nd

 te
le

p
ho

ne
 num

b
e
r; 

•
 

d
e
ta

ils o
f y

o
ur q

ua
lifica

tio
ns, skills, e

x
p
e
rie

nce
 a

nd
 e

m
p
lo

y
m

e
nt histo

ry
; 

•
 

info
rm

a
tio

n a
b
o
ut y

o
ur curre

nt le
ve

l o
f re

m
une

ra
tio

n, includ
in

g
 b

e
ne

fit e
ntitle

m
e
nts; 

•
 

w
he

the
r o

r no
t y

o
u ha

ve
 a

 d
isa

b
ility

 fo
r w

hich A
ca

cia
 ne

e
d
s to

 m
a
ke

 re
a
so

na
b

le
 a

d
justm

e
nts d

uring
 the

 re
cruitm

e
nt p

ro
ce

ss; a
n
d

 

•
 

info
rm

a
tio

n a
b
o
ut y

o
ur e

ntitle
m

e
nt to

 w
o
rk in the

 U
K
. 

 A
ca

cia
 w

ill co
lle

ct this info
rm

a
tio

n in a
 va

rie
ty

 o
f w

a
y
s. Fo

r e
x
a
m

p
le

, d
a

ta
 m

ig
ht b

e
 co

nta
in

e
d
 in a

p
p

lica
tio

n fo
rm

s, C
V

s o
r re

sum
e
s, 

o
b
ta

ine
d
 fro

m
 y

o
ur p

a
ssp

o
rt o

r o
the

r id
e
ntity

 d
o
cum

e
nts, o

r co
lle

cte
d
 thro

ug
h inte

rvie
w

s o
r o

the
r fo

rm
s o

f a
sse

ssm
e
nt. 

A
ca

cia
 w

ill a
lso

 co
lle

ct p
e
rso

na
l d

a
ta

 a
b

o
ut y

o
u fro

m
 third

 p
a
rtie

s, such a
s re

fe
re

nce
s sup

p
lie

d
 b

y
 fo

rm
e
r e

m
p
lo

y
e
rs a

nd
 info

rm
a

tio
n 

fro
m

 crim
ina

l re
co

rd
s che

cks. A
ca

cia
 w

ill se
e
k info

rm
a
tio

n fro
m

 third
 p

a
rtie

s o
nly

 o
nce

 a
 jo

b
 o

ffe
r to

 y
o
u ha

s b
e
e
n m

a
d

e
 a

nd
 w

ill in-

fo
rm

 y
o
u tha

t it is d
o
ing

 so
. 

  D
a
ta

 w
ill b

e
 sto

re
d
 in a

 ra
ng

e
 o

f d
iffe

re
nt p

la
ce

s, includ
ing

 o
n y

o
ur a

p
p

lica
tio

n re
co

rd
, in H

R
 m

a
na

g
e
m

e
nt sy

ste
m

s a
nd

 o
n o

th
e
r IT 

sy
ste

m
s (includ

ing
 e

m
a
il). 

 W
h
y
 d

o
e
s A

ca
cia

 p
ro

ce
ss p

e
rso

n
a
l d

a
ta

?
 

A
ca

cia
 ne

e
d
s to

 p
ro

ce
ss d

a
ta

 to
 ta

ke
 ste

p
s a

t y
o
ur re

q
ue

st p
rio

r to
 e

nte
ring

 into
 a

 co
ntra

ct w
ith y

o
u. It m

a
y
 a

lso
 ne

e
d
 to

 p
ro

ce
ss y

o
ur 

d
a

ta
 to

 e
nte

r into
 a

 co
ntra

ct w
ith y

o
u. 

 In so
m

e
 ca

se
s, A

ca
cia

 ne
e
d
s to

 p
ro

ce
ss d

a
ta

 to
 e

nsure
 tha

t it is co
m

p
ly

ing
 w

ith its le
g
a

l o
b
lig

a
tio

ns. Fo
r e

x
a
m

p
le

, it is re
q

uire
d
 to

 

che
ck a

 succe
ssful a

p
p
lica

nt's e
lig

ib
ility

 to
 w

o
rk in the

 U
K
 b

e
fo

re
 e

m
p
lo

y
m

e
nt sta

rts. 

 A
ca

cia
 ha

s a
 le

g
itim

a
te

 inte
re

st in p
ro

ce
ssing

 p
e
rso

na
l d

a
ta

 d
uring

 the
 re

cruitm
e
nt p

ro
ce

ss a
nd

 fo
r ke

e
p
ing

 re
co

rd
s o

f the
 p

ro
ce

ss. 

P
ro

ce
ssing

 d
a

ta
 fro

m
 jo

b
 a

p
p
lica

nts a
llo

w
s A

ca
cia

 to
 m

a
na

g
e
 the

 re
cruitm

e
nt p

ro
ce

ss, a
sse

ss a
nd

 co
nfirm

 a
 ca

nd
id

a
te

's suita
b

ility
 fo

r 

e
m

p
lo

y
m

e
nt a

nd
 d

e
cid

e
 to

 w
h
o
m

 to
 o

ffe
r a

 jo
b
. A

ca
cia

 m
a
y
 a

lso
 ne

e
d
 to

 p
ro

ce
ss d

a
ta

 fro
m

 jo
b
 a

p
p
lica

nts to
 re

sp
o
nd

 to
 a

nd
 d

e
fe

nd
 

a
g

a
inst le

g
a

l cla
im

s. 

 A
ca

cia
 w

ill p
ro

ce
ss sp

e
cia

l ca
te

g
o
rie

s o
f d

a
ta

, such a
s info

rm
a
tio

n a
b
o
ut e

thnic o
rig

in, se
x
u
a
l o

rie
nta

tio
n o

r re
lig

io
n o

r b
e

lie
f, to

 m
o
ni-

to
r re

cruitm
e
nt sta

tistics. It w
ill a

lso
 co

lle
ct info

rm
a
tio

n a
b
o
ut w

he
the

r o
r no

t a
p
p

lica
nts a

re
 d

isa
b

le
d
 in o

rd
e
r to

 m
a
ke

 re
a
so

na
b

le
 a

d
-

justm
e
nts fo

r ca
nd

id
a

te
s w

ho
 ha

ve
 a

 d
isa

b
ility

. A
ca

cia
 p

ro
ce

sse
s such info

rm
a
tio

n to
 ca

rry
 o

ut its o
b
lig

a
tio

ns a
nd

 e
x
e
rcise

s sp
e
cific 

rig
hts in re

la
tio

n to
 e

m
p
lo

y
m

e
nt. 

 Fo
r so

m
e
 ro

le
s, A

ca
cia

 is o
b
lig

e
d
 to

 se
e
k info

rm
a
tio

n a
b
o
ut crim

ina
l co

nv
ictio

ns a
nd

 o
ffe

nce
s. W

he
re

 A
ca

cia
 se

e
ks this info

rm
a
tio

n, it 

d
o
e
s so

 b
e
ca

use
 it is ne

ce
ssa

ry
 fo

r it to
 ca

rry
 o

ut its o
b
lig

a
tio

ns a
nd

 e
x
e
rcise

 sp
e
cific rig

hts in re
la

tio
n to

 e
m

p
lo

y
m

e
nt. 

If y
o
ur a

p
p

lica
tio

n is unsu
cce

ssful, A
ca

cia
 w

ill ke
e
p
 y

o
ur p

e
rso

na
l d

a
ta

 o
n file

 fo
r o

ne
 y

e
a
r to

 co
m

p
ly

 w
ith the

 va
rio

us d
isc

rim
ina

tio
n 

a
cts m

inim
u
m

 re
te

ntio
n p

e
rio

d
s a

nd
 p

o
te

ntia
l e

x
te

nsio
n o

f the
se

 p
e
rio

d
s fo

r b
ring

ing
 cla

im
s. 

C
o
ntinue

d
 o

ve
r the

 p
a

g
e
 

 



W
h
o
 h

a
s a

cce
ss to

 d
a
ta

?
 

Y
o
ur info

rm
a
tio

n m
a
y
 b

e
 sha

re
d
 inte

rna
lly

 fo
r the

 p
urp

o
se

s o
f the

 re
cruitm

e
nt e

x
e
rcise

. This includ
e
s m

e
m

b
e
rs o

f the
 H

R
 a

nd
  

re
cruitm

e
nt te

a
m

 (w
hich m

a
y
 in

clud
e
 Truste

e
s), inte

rvie
w

e
rs invo

lve
d
 in the

 re
cruitm

e
nt p

ro
ce

ss, m
a
na

g
e
rs w

ho
 ha

ve
 a

 va
ca

ncy
 in the

ir 

a
re

a
 o

f re
sp

o
nsib

ility
, a

nd
 a

d
m

in sta
ff. 

 A
ca

cia
 w

ill no
t sha

re
 y

o
ur d

a
ta

 w
ith third

 p
a
rtie

s, un
le

ss y
o
ur a

p
p

lica
tio

n fo
r e

m
p
lo

y
m

e
nt is succe

ssful a
nd

 it m
a
ke

s y
o
u a

n o
ffe

r o
f 

e
m

p
lo

y
m

e
nt.  A

ca
cia

 w
ill the

n sha
re

 y
o
ur d

a
ta

 w
ith fo

rm
e
r e

m
p
lo

y
e
rs to

 o
b
ta

in re
fe

re
nce

s fo
r y

o
u a

nd
 the

 D
isclo

sure
 a

nd
 B

a
rring

 

S
e
rvice

 to
 o

b
ta

in ne
ce

ssa
ry

 crim
ina

l re
co

rd
s che

cks. 

H
o
w

 d
o
e
s A

ca
cia

 p
ro

te
ct d

a
ta

?
 

The
 se

curity
 o

f y
o
ur info

rm
a
tio

n is o
f utm

o
st im

p
o
rta

nce
 to

 us. The
 o

rg
a

nisa
tio

n ha
s inte

rna
l p

o
licie

s a
nd

 co
ntro

ls in p
la

ce
 to

 try
 to

 e
n-

sure
 tha

t y
o
ur d

a
ta

 is no
t lo

st, a
ccid

e
nta

lly
 d

e
stro

y
e
d
, m

isuse
d
 o

r d
isclo

se
d
, a

nd
 is no

t a
cce

sse
d
 e

x
ce

p
t b

y
 its e

m
p
lo

y
e
e
s in

 the
  

p
e
rfo

rm
a
nce

 o
f the

ir d
utie

s. W
e
 se

e
k to

 use
 re

a
so

na
b

le
 m

e
a
sure

s to
 p

ro
te

ct y
o
ur info

rm
a
tio

n a
s re

q
uire

d
 b

y
 the

 la
w

, in line
  

w
ith ind

ustry
 sta

nd
a
rd

s a
nd

 in a
cco

rd
a

nce
 w

ith the
 p

o
licie

s A
ca

cia
 ha

s se
t. S

e
nsitive

 d
a
ta

 is he
ld

 und
e
r strict se

curity
 co

nd
itio

ns.  

 A
s a

 sm
a
ll o

rg
a

nisa
tio

n, w
e
 use

 a
 clo

ud
-b

a
se

d
 ve

rsio
n o

f M
icro

so
ft O

ffice
 3

6
5

.  A
s a

 re
sult, o

ur d
a
ta

 is sto
re

d
 in the

 M
icro

so
ft C

lo
ud

 

w
hich is b

a
se

d
 in the

 E
U

.  In th
e
 unlike

ly
 e

ve
nt tha

t w
e
 tra

nsfe
r y

o
ur p

e
rso

na
l info

rm
a
tio

n to
 co

untrie
s tha

t a
re

 o
utsid

e
 o

f the
 Euro

p
e
a
n 

U
nio

n w
e
 w

o
u
ld

 e
nsure

 tha
t the

 tra
nsfe

r is ca
rrie

d
 o

ut in a
 co

m
p
lia

nt m
a
n
ne

r a
nd

 a
p

p
ro

p
ria

te
 sa

fe
g
ua

rd
s a

re
 in p

la
ce

. 

A
 ha

rd
 co

p
y
 o

f y
o
ur file

 is a
lso

 ke
p
t.  This is sto

re
d
 se

cure
ly

 in a
 lo

cke
d
  ca

b
ine

t a
t o

ur he
a
d

 o
ffice

.  A
cce

ss to
 the

se
 file

s a
re

 lim
ite

d
. 

If y
o
u ha

ve
 a

ny
 re

a
so

n to
 b

e
lie

ve
 tha

t a
ny

 p
e
rso

na
l info

rm
a

tio
n w

e
 ho

ld
 is no

 lo
ng

e
r se

cure
, p

le
a
se

 co
nta

ct us im
m

e
d
ia

te
ly

.   

 F
o
r h

o
w

 lo
n
g
 d

o
e
s A

ca
cia

 k
e
e
p
 d

a
ta

?
 

If y
o
ur a

p
p

lica
tio

n fo
r e

m
p
lo

y
m

e
nt is unsucce

ssful, A
ca

cia
 w

ill ho
ld

 y
o
ur d

a
ta

 o
n file

 fo
r o

ne
 y

e
a
r a

fte
r the

 e
nd

 o
f the

 re
le

va
nt re

cruit-

m
e
nt p

ro
ce

ss.  

If y
o
ur a

p
p

lica
tio

n fo
r e

m
p
lo

y
m

e
nt is succe

ssful, p
e
rso

na
l d

a
ta

 g
a

the
re

d
 d

uring
 the

 re
cruitm

e
nt p

ro
ce

ss w
ill b

e
 tra

nsfe
rre

d
 to

 y
o
ur 

p
e
rso

nne
l file

 a
nd

 re
ta

ine
d
 d

uring
 y

o
ur e

m
p
lo

y
m

e
nt. T

he
 p

e
rio

d
s fo

r w
hich y

o
ur d

a
ta

 w
ill b

e
 he

ld
 w

ill b
e
 p

ro
vid

e
d
 to

 y
o
u in a

 ne
w

 

p
riva

cy
 no

tice
. 

A
u
to

m
a
te

d
 d

e
cisio

n
-m

a
k
in

g
 

A
ca

cia
 d

o
e
s no

t use
 a

uto
m

a
te

d
 d

e
cisio

n m
a
king

 p
ro

ce
sse

s. 

Y
o
u
r rig

h
ts 

D
a
ta

 p
ro

te
ctio

n la
w

s p
ro

vid
e
 y

o
u w

ith a
 n

um
b
e
r o

f rig
hts un

d
e
r the

 d
a
ta

 p
ro

te
ctio

n la
w

s, na
m

e
ly

: 

•
 

To
 a

cce
ss y

o
ur d

a
ta

 (b
y
 w

a
y
 o

f a
 sub

je
ct a

cce
ss re

q
ue

st);  

•
 

To
 ha

ve
 y

o
ur d

a
ta

 re
ctifie

d
 if it is ina

ccura
te

 o
r inco

m
p
le

te
;  

•
 

In ce
rta

in circu
m

sta
nce

s, to
 ha

v
e
 y

o
ur d

a
ta

 d
e
le

te
d
 o

r re
m

o
ve

d
;  

•
 

In ce
rta

in circu
m

sta
nce

s, to
 re

strict the
 p

ro
ce

ssing
 o

f y
o
ur d

a
ta

;  

•
 

A
 rig

ht o
f d

a
ta

 p
o
rta

b
ility

; 

•
 

To
 o

b
je

ct to
 d

ire
ct m

a
rke

ting
;  

•
 

N
o
t to

 b
e
 sub

je
ct to

 a
uto

m
a
te

d
 d

e
cisio

n m
a
king

 (includ
ing

 p
ro

filing
), w

he
re

 it p
ro

d
uce

s a
 le

g
a

l e
ffe

ct o
r a

 sim
ila

rly
 sig

nifica
nt 

e
ffe

ct o
n y

o
u;  

•
 

To
 cla

im
 co

m
p
e
nsa

tio
n; 

•
 

To
 w

ithd
ra

w
 y

o
ur co

nse
nt to

 o
ur p

ro
ce

ssing
 o

f y
o
ur info

rm
a
tio

n a
t a

ny
 tim

e
.  

 Y
o
u ca

n a
sk fo

r further info
rm

a
tio

n a
b
o
ut o

ur use o
f yo

ur p
erso

na
l info

rm
a
tio

n o
r co

m
p
la

in a
b
o
ut its use, b

y co
nta

cting
 R

o
b
 E

w
ers, o

ur 

D
a
ta

 P
ro

tectio
n M

a
na

g
er, 5

a
 C

o
leshill S

treet, S
utto

n C
o
ld

field
, o

r b
y em

a
il a

t ro
b
@

a
ca

cia
.o

rg
.uk.  

 If y
o
u

 h
a

v
e
 a

n
y

 co
n
ce

rn
s, o

r a
re

 n
o
t sa

tisfie
d

 w
ith

 o
u

r h
a

n
d

lin
g

 o
f a

n
y

 re
q

u
e
st b

y
 y

o
u
 in

 re
la

tio
n

 to
 y

o
u
r rig

h
ts, y

o
u

 a
lso

 h
a

v
e
 th

e
 rig

h
t to

 

m
a

k
e
 a

 co
m

p
la

in
t to

 th
e
 In

fo
rm

a
tio

n
 C

o
m

m
issio

n
e
r's O

ffice
.  T

h
e
ir a

d
d

re
ss is: F

irst C
o
n

ta
ct T

e
a

m
, In

fo
rm

a
tio

n
 C

o
m

m
issio

n
e
r's O

ffice
, W

y
cliffe

 

H
o
u

se
, W

a
te

r La
n
e
, W

ilm
slo

w
, S

K
9
 5

A
F
. 

 W
h
a
t if y

o
u
 d

o
 n

o
t p

ro
v
id

e
 p

e
rso

n
a
l d

a
ta

?
 

Y
o
u a

re
 und

e
r no

 sta
tuto

ry
 o

r co
ntra

ctua
l o

b
lig

a
tio

n to
 p

ro
vid

e
 d

a
ta

 to
 A

ca
cia

 d
uring

 the
 re

cruitm
e
nt p

ro
ce

ss. H
o
w

e
ve

r, if y
o

u d
o
 no

t 

p
ro

vid
e
 the

 info
rm

a
tio

n, A
ca

cia
 m

a
y
 no

t b
e
 a

b
le

 to
 p

ro
ce

ss y
o
ur a

p
p

lica
tio

n p
ro

p
e
rly

 o
r a

t a
ll. 

 


