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This pack contains the following sections:
· About Age UK Lewisham & Southwark
· How to apply
· Job description and Person Specification
· Equal Opportunities Policy
· Job applicant privacy notice


































Age UK Lewisham and Southwark (AUKLS) is a charity registered with the Charity Commission (296862) and a company limited by guarantee registered in England and Wales (02118525). Age UK Lewisham and Southwark has been working in the boroughs of Lewisham and  Southwark for over 40 years and is a leading voluntary sector provider of services to older people in both London Boroughs. Our head office is located in the fully accessible Stones End Centre in the heart of Southwark
Our Vision
To ensure that every older person in Lewisham and Southwark is valued, respected, cared for and able to live their life in dignity and, we hope, happiness.
Our Charitable Objects
To promote the following purposes for the benefit of the public and/or older people in and around Lewisham and Southwark:
· preventing or relieving the poverty of older people;
· advancing education;
· preventing or relieving sickness, disease or suffering in older people (whether emotional, mental or physical);
· promoting equality and diversity
· promoting the human rights of older people in accordance with the Universal Declaration of Human Rights;
· assisting older people in need by reason of ill-health, disability, financial hardship, social exclusion or other disadvantage;
· helping families and carers of older people;
· working with statutory and voluntary agencies; and
· such other charitable purposes for the benefit of older people as the Trustees may from time to time decide





Our Services
At AUKLS our ethos is to empower older people to make choices and take control of their lives and support, with our overall aim being to improving life for older people, especially those who are vulnerable. We are passionate about delivering services that match our ethos and currently provide a wide variety of services ranging from complex care services to smaller projects, to enhance independence and wellbeing:
1. Day Care, for mentally and physically vulnerable older people
2. Healthy Living Initiatives, providing open access activities and social opportunities to re-able and empower
3. Independent Living Services including Help at Home, Happy Feet, Handy Persons and Safe and Independent Living, to enable older people to remain safe and independent within their home.
4. Information and Advice, maximising incomes and providing advise on housing, debt, continuity of care and consumer issues
5. Outreach, to regain confidence, rebuild social networks and reintegrate into the community.
Our Partners
Age UK Lewisham & Southwark is committed to working in partnership to provide our older people the best services possible. We are currently part of three consortiums; Consortium of Older Peoples Services (COPSINS), Community Connections and Advice Lewisham. 
Our Staff & Volunteers
Our staff team and volunteers are well established and committed to developing the best services with older people in Lewisham & Southwark. We are committed to continually developing staff and volunteer skills through training and peer support. Staff and volunteers are encouraged to suggest new ideas and revisit existing services and activities in our desire to be led by the needs of older people and the community in Lewisham & Southwark.









To apply please complete and submit our application form. Please ensure that your supporting statement demonstrates how your experience‚ skills and abilities meet the selection criteria set out in the Job Description and Person Specification. These can be found in the next section of this pack. Please also ensure you complete the equal opportunities monitoring form and Criminal Record declaration
 Applications should be returned to us by 9am on 8th January 2020.   Applications received after that time will not normally be considered for short listing. Completed electronic applications must be sent to:
HR@ageuklands.org.uk
ensuring you clearly identify in the email the post you are applying for. Applications sent by post should be marked confidential and for the attention of:
Human Resources
[bookmark: _GoBack]Age UK Lewisham & Southwark
Stones End Centre
11 Scovell Road
London
SE1 1QQ

Due to the high volume of applications received, we regret, we shall not be able to contact applicants who are not short-listed.



Interviews will take place on 16 January 2020.
If you are successful we will contact you as soon as possible after the closing date to let you know what the interview process will entail.





POST:	Independent Living Services Coordinator 

RESPONSIBLE TO:		Independent Living Services Manager

SALARY:	£22600 pro rata

CONTRACT:	14 hours / week – 6 months contract

HOURS: 	Flexible Monday-Friday

LOCATION:	Across the boroughs of Lewisham and/or Southwark
PURPOSE OF JOB: To be responsible for the effective administration and coordination of the Happy Feet service, delivering a service focused on meeting the needs of older people in Lewisham and Southwark.
Age UK Lewisham and Southwark (AUKLS) aims to empower and enable older people to lead fulfilled lives.
We therefore provide services and support to:

 	Address poverty and isolation 
 	Protect local older people’s human rights
 	Promote health and wellbeing
 	Connect older people with their communities
 	Work positively with partners across all sectors

Our work is shaped by our values:
· We recognise older people as individuals with diverse talents and needs.
· We are fair and equal as a service provider, employer and partner
· We are opposed to ageism in all forms
· We are collaborative in our approach to work
· We are a dynamic, credible, trusted and sustainable organisation

AUKLS enjoys an open and participative working environment. We promote a working culture that is supportive, professional and person centred.  Teamwork, collective responsibility and delegated authority are central to this process. A key element of all roles is to develop and maintain the organisation’s values, working ethos and culture.

This job description does not provide an exhaustive list of tasks and activities as all posts within the organisation are subject to evolution as the organisation develops and grows.

Key tasks and responsibilities

1.	To effectively coordinate the Happy Feet service
2.	To support the smooth running of the SAIL project and other Independent Living services.

Coordinate Happy Feet service
•	To respond politely and efficiently to all enquiries and referrals for older people who require the Happy Feet Service
•	To be responsible for arranging timely appointments and/or home visits for  the Happy Feet  team, including checking access arrangements
•	To support the Happy Feet staff to effectively meet the needs of older people
•	To maintain a calendar of client appointments
•	To enter new clients and service agreements onto the database
•	To check workers’ timesheets against appointment records and be responsible for ensuring cash is processed in accordance with Age UK procedures
•	To maintain stocks of Happy Feet supplies and paper forms 
•	To record and collate service statistics as required
•	To monitor customer satisfaction with the quality of service provided
•	To assist the Independent Living Services Manager with recruitment, training, person centred supervision and team meeting administration

Support the smooth running of SAIL (Safe and Independent Living) service
•	To act as a contact point for SAIL enquiries from partners and older people, responding politely and helpfully at all times
•	To be an active part of the office team and to assist in the smooth running of the office when other members of staff are unavailable or on holiday

Reporting 
•	To work effectively with the Independent Living Services Manager to collect and collate timely information and data for monitoring and evaluation
•	To work with colleagues to draw information together to create and maintain a resource library of activities, services and interest groups available for older people living in Lewisham and Southwark
•	Sharing feedback with all teams to support the continued development and success of the services

Other
•	To be administratively self supporting
•	The opportunity to attend events and forums to represent the Independent Living Services team and AUKLS

ORGANISATIONAL RESPONSIBILITIES

· Meet legislative and regulatory requirements.
· Provide statistical information in relation to monitoring requirements
· Contribute to the overall achievement of AUKLS  mission and objectives
· Provide a supportive working environment to all staff and volunteers 
· Ensure the values of AUKLS are upheld across the organisation
· Attend staff and team meetings as requested
· Undertake any other duties as determined by management

Promotion of a Supportive Working Environment
A supportive working environment can be defined as an environment where contribution is recognised, encouraged and rewarded. Staff and volunteers alike expect to be encouraged to develop personally and professionally and to acquire new skills at a pace that is suitable to them. All staff and volunteers must promote this environment as part of their roles and responsibilities.

Training and Development
Training and development of staff and volunteers is a key expectation of all staff employed by the organisation. They will demonstrate their commitment to staff and/or volunteer development by assessing skills, planning development activities, discussing outcomes and evaluating effectiveness. They will be expected to motivate, encourage, coach and support staff and/or volunteers towards the outcomes agreed.




















The successful applicant must be able to demonstrate empathy for our service users and be committed to the promotion of a supportive working environment. All posts within the organisation are subject to change as the organisation grows and develops.  Staff must be able to adapt to change and, therefore, flexibility is a key attribute required of all employees
It is essential that the post holder possess the following personal qualities: 
· Friendly, polite and patient
· Flexible and open to change
· Commitment to the core aims of the organisation
· Commitment to working as part of a highly diverse staff and volunteer work force
· Commitment to putting service users at the heart of our work 
· Drive, energy and enthusiasm
· Self motivated and hardworking
· Positive and proactive in difficult situations 

It is essential that the post holder has the following experience and knowledge:
· Good understanding of the needs of and issues affecting older people and their carers
· Understanding of confidentiality and safeguarding adults 
· Excellent working knowledge and understanding of administration systems
· Understanding of the challenges that local charities may face
· Desired: Experience of working or volunteering with vulnerable adults
· Desired: Experience of working or volunteering with vulnerable adults
· Desired: Experience of manging projects or teams (this may include volunteers)
· Desired: Experience of community development work

It is essential that the post holder has the following skills and abilities

· Ability to listen and communicate well, including with people who may have communication difficulties 
· Literacy and numeracy skills at levels which will enable the post holder to keep accurate records, time sheets and reports if applicable
· Ability to use initiative appropriately and work as part of a team
· Ability to consider risks and respond appropriately 
· Excellent interpersonal skills 
· Ability to work with professionals from other services and partner organisations
· Excellent administration skills with strong attention to detail
· Ability to manage different kinds of information
· Excellent organisational skills including resources and time management
· Ability to set and manage priorities within a busy office environment
· IT skills including word processing, internet and email
· Desired: IT skills including spreadsheets and databases
· Desired: Ability to learn rapidly

Other Essential: Ability to travel within the boroughs of Lewisham and Southwark. The successful candidate will need to have a DBS check. 
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EQUAL OPPORTUNITIES AND VALUING DIVERSITY POLICY AND GUIDANCE 

1 Policy Statement
1.1	Age UK Lewisham and Southwark (AUKLS) recognises that we live in a society where discrimination still operates to the disadvantage of many groups in society. 

1.2 	AUKLS believes that all persons should have equal rights to recognition of their human dignity, and to have equal opportunities to be educated, to work, to receive services and to participate in society. 

1.3	AUKLS recognises that diversity should be celebrated, and that by encouraging diversity in every aspect of its work, allows the charity to access a wider range of skills, talents and perspectives. As such, AUKLS seeks to encourage its workforce to express its diversity where appropriate. Providing equal opportunities and valuing diversity is good management practice and makes sound business sense.

1.4	AUKLS is committed to the promotion of equal opportunities through the way we manage the organisation and provide services. In order to express this commitment, we develop, promote and maintain policies that will be conducive to the principles of fairness and equality in the workplace.

1.5	AUKLS adheres to the Accessible Information Standard (AIS).  This means we will help people who have difficulty accessing and understanding information, and support them to communicate effectively.

1.6	The objective of this policy is that no person should suffer or experience less favourable treatment, discrimination or lack of opportunities on the grounds of gender, race, colour, nationality, ethnic origin, religious or philosophical beliefs, health status, HIV status, age, marital status, parental status, sexual orientation, political beliefs or trade union membership, class, responsibility for dependents, physical attributes, ex-offender status as defined by the Rehabilitation of Offenders Act (LASPO 2012), lack of formal qualifications where such qualifications are not formally required, or any other grounds which cannot be shown to be justifiable within the context of this policy.

1.7	Legal obligations: AUKLS complies with the Equal Opportunities and Discrimination (Equality Act 2010). The equality act protects people from discrimination based on 9 protected characteristics (age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex/gender, sexual orientation). 

	In practice, adherence to this Act will ensure AUKLS protects its staff, volunteers and service users from Direct discrimination, Discrimination by association (due to association with another individual), Perception discrimination (based on incorrect/correct belief a person possesses a protected characteristic), Indirect discrimination (people who are disadvantaged by possessing a protected characteristic), Harassment and Victimization.

In valuing diversity AUKLS is committed to go beyond the legal minimum regarding equality. 

1.8	AUKLS acknowledges that UK legislation does not yet cover intersectionality (i.e. that many
	people from marginalised groups have multiple and shifting characteristics which could 
potentially be subject to discrimination, and that these characteristics do not exist separately from each other). AUKLS is nonetheless committed to thinking intersectionally wherever possible. 

Individuals who cross several intersections are statistically more vulnerable to discrimination (e.g. older people who are also BAME, LGBT+ or disabled). AUKLS is aware that a one-size-fits-all approach assumes similarities between inequalities, and can often be ineffective and exclusive. The complexity by which people experience discrimination as a result of each nuanced intersection should be acknowledged, to prevent those who experience intersectional discrimination having to split their human rights concerns and prioritise certain aspects over others.

Problems experienced by different groups should be viewed holistically wherever 
possible. 

1.9	This policy will influence and affect every aspect of activities carried out at AUKLS i.e. promotional work, service provision, partnership and development work and other functions linked to the AUKLS, as determined by the Board of Trustees. 

1.10	In the provision of services and the employment of staff, AUKLS is committed to promoting equal opportunities for everyone. Throughout its activities, AUKLS will treat all people equally whether they are:

· Seeking or using our services.
· Volunteers.
· Applying for a job or already employed by us.
· Students on work experience or placements.

2. Recruitment and Employment
2.1 AUKLS will strive to be a good employer by ensuring that:

· We will adopt a consistent, non-discriminatory approach to the advertising of vacancies.
· Wherever possible within project budgets, AUKLS will advertise posts or volunteer opportunities through appropriate community or specialist media.
· We will endeavour through appropriate training to ensure that employees, making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.
· Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.
· Job descriptions will be revised to ensure that they are in line with our equal opportunities policy. Job requirements will be reflected accurately in any personnel specifications.
· Short-listing and interviewing will be carried out by more than one person where possible.
· Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
· All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability to do their job. 
· Selection decisions will not be influenced by any perceived prejudices of other staff.
· All staff and volunteers have access to appropriate induction period and regular supervision. 
· Employment terms and conditions reflect current legislation, good practice and fairness.
· We appoint staff within an agreed framework of terms and conditions.
· We make staff aware of the policies that encourage flexible ways of working, including: right to request flexible working, job sharing and job splitting, reduced hours, time off for dependents leave (approval is subject to appropriateness to the nature of the position).
· Employment and volunteer opportunities are offered to people with disabilities; where possible within project budgets, AUKLS will provide additional aids and equipment or adjustments to the working environment to meet the needs of staff or volunteers with disabilities.
· AUKLS will monitor its recruitment of posts, including the use of different media for recruitment.

2.2 Learning and Development 
AUKLS believes that all staff, volunteers and trustees should have access to development opportunities in order to carry out their jobs successfully and to be able to contribute as widely as possible to the positive achievements of the organisation. AUKLS will ensure: 
· All staff and volunteers are made aware of development opportunities and are actively encouraged to participate in learning (all forms).
· That briefing on this policy forms part of the Induction procedure for trustees, staff and volunteers and that for those who work with the organisation, appropriate training is available to enable employees and volunteers to perform their jobs effectively. 
· Monitoring of training and development activities to ensure equality of access across all staff groups.
· Ensuring that development and performance management activities are transparent and based on competence.

2.3 Monitoring
We will maintain and review the employment records of all employees in order to monitor the progress of this policy. Monitoring may involve: 
· The collection and classification of information regarding race in terms of ethnic/national origin and sex of all applications and current employees; 
· The examination by ethnic/national origin and sex of the distribution of employees and the success rate of the applicants; and
· Recording recruitment, training and promotional records of all employees, the decisions reached and the reason for those decisions.

The results of any monitoring procedure will be reviewed at regular intervals to assess the effectiveness of the implementation of this policy. Consideration will be given, if necessary, to adjusting this policy to afford greater equality of opportunities to all applicants and staff. 
3. Volunteers
AUKLS will:
· Promote volunteering to Lewisham & Southwark residents who are disadvantaged or who are from marginalised groups.
· Recognise the fact that volunteers come from a broad cross section of the community and bring a diverse range of skills, experience and interests.
· Recruit volunteers for part-time and full-time roles and for assignments of different durations.
· Ensure that all volunteers are made aware of the equality and diversity and other policies that inform AUKLS culture and development.
· Make realistic budget provision for supporting volunteers in AUKLS, including the reimbursement of out-of-pocket expenses.
· Ensure that volunteers are encouraged to participate in staff learning opportunities and that their views are considered when developing/implementing policies.
· Monitor take-up of volunteer places to ensure that people from a range of backgrounds are involved in volunteering opportunities.

4. Conduct and general standards of behaviour 
All staff and volunteers are expected to conduct themselves in a professional and considerate manner at all times. AUKLS will not tolerate behaviour such as:

· making threats 
· physical violence 
· shouting 
· swearing at others 
· persistent rudeness 
· isolating, ignoring or refusing to work with certain people 
· telling offensive jokes or name calling 
· displaying offensive material such as pornography or sexist / racist cartoons, or the distribution of such material via email / text message or any other format
· any other forms of harassment or victimisation

The items on the above list of unacceptable behaviours are considered to be disciplinary offences within AUKLS and can lead to disciplinary action being taken. AUKLS encourages staff to resolve misunderstandings and problems informally wherever possible, depending on the circumstances. However, whether dealt with informally or formally, it is important for staff who may have caused offence to understand that it is no defence to say that they did not intend to do so, or to blame individuals for being over sensitive. It is the impact of the behaviour, rather than the intent, that counts, and that should shape the solution found both to the immediate problem and to preventing further similar problems in the future. 

5. Complaints of discrimination
AUKLS will treat seriously all complaints of unlawful discrimination on any grounds contrary to this policy made by employees, trustees, clients or other third parties and will take action where appropriate.

All complaints will be investigated in accordance with the organisation’s grievance, complaints or disciplinary procedure, as appropriate and the complainant will be informed of the outcome in line with these procedures.

We will also monitor the number and outcomes of complaints of discrimination made by staff, volunteers, clients and other third parties, and review this data to inform later development of this policy.

6. Older People Who Use Our Services 
As an older person’s charity, AUKLS is directly concerned by the ways in which older people, as a group and as individuals, are subject to discrimination. It will work to ensure that its own services and resources become and remain a genuine response to the needs of all older people.

To meet the varied needs of older people AUKLS will:

· Involve older people in the design and delivery of services. 
· Recognise that the older population is diverse and that age discrimination is often accompanied by other forms of discrimination and intersectionality. 
· Recognise that older people bring a lifetime of knowledge and experience to our relationship with them.
· Ensure our staff are enabled to recognise and tackle age discrimination during their daily work.  
· Develop a strategy to improve and extend ways to communicate and involve older people.
· Support marginalised older peoples’ groups (small, BAME, new communities, LGBT+ and those disadvantaged by geographical location) ensuring awareness of local decision-making structures and are actively supported to access and participate.
· Continue to develop and to promote new and innovative services within the sector, reaching older people from all communities.
· Where practical, hold meetings, events and training sessions at different times and different days and in accessible venues.
· Monitor the use of AUKLS services by different sections of the community.


7. How will this policy be implemented?
In order to implement this policy AUKLS will:
· Communicate the policy to employees, job applicants, volunteers and relevant others.
· Incorporate specific and appropriate duties in respect of implementing the equal opportunities policy into job descriptions and work objectives of all staff, where appropriate.
· Ensure that those who are involved in assessing candidates for recruitment or promotion will be trained in nondiscriminatory selection techniques.
· Incorporate equal opportunity notices into general communications practices.
· Ensure that adequate resources are made available to fulfill the objectives of the policy.

8. Who is responsible for this implementation?
8.1 AUKLS Board of Trustees' responsibility is to; 
· Own and monitor implementation of this policy

8.2 AUKLS Chief Executive’s responsibility is to; 
· Take responsibility for delivery of this policy.
· Provide strong leadership on equality.

8.3 AUKLS Senior Management and Leadership Team's responsibility is to; 
· Act as equality champions and role models.
· Implement this policy and integrate equality into the work of AUKLS.
· Ensure staff and volunteers are fully aware of their individual and collective responsibilities under this policy.
· Respond to allegations of discrimination and harassment fairly, quickly and effectively.

8.4 AUKLS line managers' responsibility is to; 
· Build specific actions into their team and individual's goals that contribute to the delivery of this policy as part of the organisational, individual and project planning processes.
· Check that staff, volunteers and consultants are aware of this policy and understand their rights and responsibilities contained within it.
· Role model behaviour that supports this policy and challenge those they manage to do the same.
· Allocate their time and support and any training or development opportunities objectively, fairly and without discrimination.
· Communicate regularly with their teams about equality issues in a way that keeps this policy central to our mission.


8.5  All staff have a responsibility to; 
· Treat others with dignity and respect.
· Report discrimination, bullying, unfair treatment or harassment that they experience or witness
· Help identify discriminatory practices or procedures and bring these to the attention of their line managers, or HR.
· Contribute to creating an inclusive learning environment that values difference.
· Attend mandatory staff training and development events. 
· Express opinions constructively with sensitivity and respect.

8.6  Our volunteers' roles are to 
· Play their part in creating an environment where people are valued and respected.
· Treat others with dignity and respect.
· Report discrimination, bullying, unfair treatment or harassment that they experience or witness
· Help identify discriminatory practices or procedures and bring these to our attention.
· Express opinions constructively with sensitivity and respect.

8.7 Our service providers', contractors' and consultants' responsibility is to operate within the requirements of the Equality Act 2010 and the terms of this policy. A copy of the Equality Policy will be given to all contractors and consultants on request and an assessment of their commitment to complying will form part of any formal tendering process. 







In accordance with the General Data Protection Regulation (GDPR), we have implemented this privacy notice to inform you, as prospective employees of Age UK Lewisham and Southwark (AUKLS), of the types of data we process about you. We also include within this notice the reasons for processing your data, the lawful basis that permits us to process it, how long we keep your data for and your rights regarding your data.

A) DATA PROTECTION PRINCIPLES
Under GDPR, all personal data obtained and held by us must be processed according to a set of core principles. In accordance with these principles, we will ensure that:

a) processing is fair, lawful and transparent 
b) data is collected for specific, explicit, and legitimate purposes
c) data collected is adequate, relevant and limited to what is necessary for the purposes of processing
d) data is kept accurate and up to date. Data which is found to be inaccurate will be rectified or erased without delay
e) data is not kept for longer than is necessary for its given purpose
f) data is processed in a manner that ensures appropriate security of personal data including protection against unauthorised or unlawful processing, accidental loss, destruction or damage by using appropriate technical or organisation measures
g) we comply with the relevant GDPR procedures for international transferring of personal data

B) TYPES OF DATA HELD
We keep several categories of personal data on our prospective employees in order to carry out effective and efficient processes. We keep this data in recruitment files relating to each vacancy and we also hold the data within our computer systems, for example, recruitment logs.

Specifically, we hold the following types of data:

a) personal details such as name, address, phone numbers;
b) name and contact details of your next of kin;
c) your photograph;
d) your gender, marital status, information of any disability you have or other medical information;
e) right to work documentation;
f) information on your race and religion for equality monitoring purposes;
g) information gathered via the recruitment process such as that entered into a CV or included in a CV cover letter;
h) references from former employers;
i) details on your education and employment history etc;
j) driving licence;
k) criminal convictions.

C) COLLECTING YOUR DATA
You provide several pieces of data to us directly during the recruitment process.

In some cases, we will collect data about you from third parties, such as employment agencies, former employers when gathering references or credit reference agencies.

Should you be successful in your job application, we will gather further information from you, for example, your bank details and next of kin details, once your employment begins.

D) LAWFUL BASIS FOR PROCESSING
The law on data protection allows us to process your data for certain reasons only. 

The information below categorises the types of data processing we undertake and the lawful basis we rely on.

	Activity requiring your data
	Lawful basis

	Carrying out checks in relation to your right to work in the UK
	Legal obligation

	Making reasonable adjustments for disabled employees
	Legal obligation

	Making recruitment decisions in relation to both initial and subsequent employment e.g. promotion
	Our legitimate interests

	Making decisions about salary and other benefits
	Our legitimate interests

	Making decisions about contractual benefits to provide to you
	Our legitimate interests

	Assessing training needs
	Our legitimate interests

	Dealing with legal claims made against us
	Our legitimate interests

	Preventing fraud
	Our legitimate interests



E) SPECIAL CATEGORIES OF DATA
Special categories of data are data relating to your:
 
a) health
b) sex life
c) sexual orientation
d) race
e) ethnic origin
f) political opinion
g) religion
h) trade union membership 
i) genetic and biometric data.

We carry out processing activities using special category data:

a) for the purposes of equal opportunities monitoring
b) to determine reasonable adjustments

Most commonly, we will process special categories of data when the following applies:

a) you have given explicit consent to the processing 
b) we must process the data in order to carry out our legal obligations 
c) we must process data for reasons of substantial public interest
d) you have already made the data public. 

F) FAILURE TO PROVIDE DATA
Your failure to provide us with data may mean that we are unable to fulfil our requirements for entering into a contract of employment with you. This could include being unable to offer you employment, or administer contractual benefits.

G) CRIMINAL CONVICTION DATA
We will only collect criminal conviction data where it is appropriate given the nature of your role and where the law permits us. This data will usually be collected at the recruitment stage, however, may also be collected during your employment. We use criminal conviction data to determine your suitability, or your continued suitability for the role. We rely on the lawful basis of legitimate interest to process this data.

H) WHO WE SHARE YOUR DATA WITH
Employees within our company who have responsibility for recruitment will have access to your data which is relevant to their function. All employees with such responsibility have been trained in ensuring data is processing in line with GDPR.  

Data is shared with third parties for the following reasons: the administration of payroll; the administration of your pension; HR procedures in line with our policies as outlined in the staff handbook.

We may also share your data with third parties as part of an organisational restructure, or for other reasons to comply with a legal obligation upon us. This may include fulfilling requests from statutory bodies. We have a data processing agreement in place with such third parties to ensure data is not compromised. Third parties must implement appropriate technical and organisational measures to ensure the security of your data.

We do not share your data with bodies outside of the European Economic Area.

I) PROTECTING YOUR DATA
We are aware of the requirement to ensure your data is protected against accidental loss or disclosure, destruction and abuse. We have implemented processes to guard against such. 

J) RETENTION PERIODS
We only keep your data for as long as we need it for, which, in relation to unsuccessful candidates, is six months to a year. 

If your application is not successful and we have not sought consent or you have not provided consent upon our request to keep your data for the purpose of future suitable job vacancies, we will keep your data for six months once the recruitment exercise ends.

If we have sought your consent to keep your data on file for future job vacancies, and you have provided consent, we will keep your data for one year once the recruitment exercise ends. At the end of this period, we will delete or destroy your data, unless you have already withdrawn your consent to our processing of your data in which case it will be deleted or destroyed upon your withdrawal of consent.

Where you have provided consent to our use of your data, you also have the right to withdraw that consent at any time. This means that we will stop processing your data and there will be no consequences of withdrawing consent.

If your application is successful, your data will be kept and transferred to the systems we administer for employees. We have a separate privacy notice for employees, which will be provided to you.

K) AUTOMATED DECISION MAKING
Automated decision making means making decision about you using no human involvement e.g. using computerised filtering equipment. No decision will be made about you solely on the basis of automated decision making (where a decision is taken about you using an electronic system without human involvement) which has a significant impact on you.

L) YOUR RIGHTS 
You have the following rights in relation to the personal data we hold on you:

a) the right to be informed about the data we hold on you and what we do with it;
b) the right of access to the data we hold on you. We operate a separate Subject Access Request policy and all such requests will be dealt with accordingly;
c) the right for any inaccuracies in the data we hold on you, however they come to light, to be corrected. This is also known as ‘rectification’;
d) the right to have data deleted in certain circumstances. This is also known as ‘erasure’;
e) the right to restrict the processing of the data; 
f) the right to transfer the data we hold on you to another party. This is also known as ‘portability’;
g) the right to object to the inclusion of any information;
h) the right to regulate any automated decision-making and profiling of personal data.

In addition to the above rights, you also have the unrestricted right to withdraw consent, that you have previously provided, to our processing of your data at any time. Withdrawing your consent means that we will stop processing the data that you had previously given us consent to use. There will be no consequences for withdrawing your consent. However, in some cases, we may continue to use the data where so permitted by having a legitimate reason for doing so.

If you wish to exercise any of the rights explained above, please contact the Data Protection Officer in writing to Age UK Lewisham and Southwark, Stones End Day Centre, 11 Scovell Road, SE1 1QQ.

M) MAKING A COMPLAINT
If you think your data rights have been breached, you are able to raise a complaint with the Information Commissioner (ICO). You can contact the ICO at Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF or by telephone on 0303 123 1113 (local rate) or 01625 545 745.

N) DATA PROTECTION COMPLIANCE
Our Data Protection Officer is:

Ross Diamond
information@ageuklands.org.uk  

‘Improving life for older people in Lewisham and Southwark’
Age UK Lewisham and Southwark is a registered charity (No. 296862) and company limited by guarantee. Registered in England and Wales No. 2118525. Registered Office: Stones End Centre, 11 Scovell Road, Southwark, SE1 1QQ
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