
Privacy	Policy		
1.Introduction	
1. JOBLY	LIMITED		(with	company	number	13946685)	(”we”,	“our”,	“us”,	“the	
Company”)	is	committed	to	protecting	the	privacy	of	our	website	users	and	customers.	
This	privacy	policy	("Privacy	Policy")	is	intended	to	inform	you	on	how	we	gather,	
define,	and	utilise	your	Information	(as	defined	below).	

2. All	your	Personal	Data	shall	be	held	and	used	in	accordance	with	Data	Protection	
Laws	(which	include:	

i.the	Data	Protection	Act	1998,	until	the	effective	date	of	its	
repeal	

ii. the	General	Data	Protection	Regulation	((EU)	2016/679)	
(GDPR)	and	any	national	implementing	laws,	regulations	
and	secondary	legislation,	for	so	long	as	the	GDPR	is	
effective	in	the	UK,	and	

iii. any	successor	legislation	to	the	Data	Protection	Act	1998	
and	the	GDPR,	the	Data	Protection	Bill	2017-2019,	once	it	
becomes	law)	and	any	legislation	that	replaces	it	in	whole	or	
in	part	and	any	other	legislation	relating	to	the	protection	of	
Personal	Data	(as	defined	below).	

3. This	Privacy	Policy	applies	to	all	Information	collected	by	us,	
and	provided	by	you.	It	is	also	intended	to	assist	you	in	
making	informed	decisions	when	
using	https://www.jobly.agency	(Site),	products	and	
services.	It	is	important	that	you	read	this	Privacy	Policy	
together	with	any	other	notice	that	we	may	provide	to	you.	
This	Privacy	Policy	supplements	other	notices	and	is	not	
intended	to	override	them.	By	visiting	our	Site	and	affiliated	
sites	you	are	accepting	and	consenting	to	the	practices	
described	in	this	policy.	

4. The	Company	ensures	on	an	ongoing	basis	that	all	of	its	suppliers	and	
third	parties	operate	in	compliance	with	GDPR.	

5. For	any	Data	Protection	or	GDPR-related	enquiries	in	connection	with	
our	business,	please	contact	us:	By	email	:	info@jobly.agency			

2.Data	Controller	
1. The	Company	is	the	controller	and	responsible	for	your	personally	identifiable	
information	(Personal	Data)	as	listed	in	clause	3	below.	

2. If	you	have	any	questions	about	this	Privacy	Policy,	including	any	
requests	to	exercise	your	legal	rights	as	set	out	in	Clause	9	of	this	
Privacy	Policy,	please	contact	the	data	privacy	manager	using	the	details	
set	out	below.	info@jobly.agency		

3.Information	We	Collect		
1. The	Company	aims	to	collect	the	minimum	data	it	needs	to	perform	its	role.	
The	information	we	may	collect	on	our	candidates	includes:	

o Identity	Data	includes	first	name,	last	name	or	similar	identifier,	
marital	status,	title,	date	of	birth,	gender,	job	history,	educational	
history,	qualifications,	national	insurance,	nationality	and	visa	
status	(if	applicable);	b)	Contact	Data	includes	email	address,	



delivery	address	and	telephone	numbers;	c)	Transaction	Data	
includes	details	about	payments	to	and	from	clients	to	the	
Company	and	to	the	Candidate;	d)	Marketing	and	
Communications	Data	includes	your	preferences	in	receiving	
marketing	from	us	and	our	third	parties	and	your	
communication	preferences.	

2. The	information	we	may	collect	on	our	clients	includes:	
a. Identity	Data	includes	first	name,	last	name,	username,	or	

similar	identifier.	
b. Contact	Data	includes	billing	address,	delivery	address,	

email	address	and	telephone	numbers.	
c. Financial	Data	includes	bank	account,	payment	card	details	

and	tax	information.	
d. Transaction	Data	includes	details	about	payments	to	and	

from	clients	to	the	Company	and	to	the	Candidate	and	other	
related	details.	

e. Marketing	and	Communications	Data	includes	your	
preferences	in	receiving	marketing	from	us	and	our	third	
parties	and	your	communication	preferences.	

3. We	use	automated	technologies	and	interactions	to	
collect	data	from	and	about	you,	users	of	the	Site.	
Regarding	each	of	your	visits	to	our	Site	we	may	
automatically	collect	the	following	information	
(Automated	Data):	

	. Technical	Data	includes	internet	protocol	(IP)	address,	your	
login	data,	browser	type	and	version,	time	zone	setting	and	
location,	browser	plug-in	types	and	versions,	operating	
system	and	platform	and	other	technology	on	the	devices	
you	use	to	access	this	Site.	

a. Usage	Data	includes	information	about	how	you	use	our	
Site,	products	and	services.	

b. Site	Specific	Information	includes	information	about	your	
visit	to	our	Site	including:	

i. the	full	Uniform	Resource	Locators	(URL)	
clickstream	to,	through	and	from	our	Site	
(including	date	and	time);	

ii. Products,	services	or	other	pages	you	viewed	or	
searched	for.	

iii. page	response	times,	download	errors,	length	of	
visits	to	certain	pages,	page	interaction	
information	(such	as	scrolling,	clicks,	and	
mouse-overs),	and	methods	used	to	browse	
away	from	the	page	and	any	phone	number	used	
to	call	our	customer	service	number.	

4.Technical	Data		
We	collect	technical	data	through	analytics	providers,	advertising	networks	and	search	
information	providers.	A	list	of	these	third	parties	can	be	provided	to	you	on	request.	
Where	we	collect	information	from	
1. You	may	give	us	information	about	you:	



a. by	applying	for	jobs	either	on	our	Site	which	includes	information	you	
provide	to	us	when	you	register	with	us	through	our	Site	or	subscribe	to	
our	service	and	when	you	report	a	problem	with	our	Site.	

b. from	social	media	platforms	including	LinkedIn,	Twitter,	
and	Facebook.	

c. by	corresponding	with	us	by	phone,	e-mail,	mail	or	
otherwise.	

d. as	a	result	of	personal	recommendations	and	referrals.	
e. from	company	websites.	
f. from	your	business	card;	and	
g. during	us	providing	recruitment,	resourcing,	outsourcing	or	

consultancy	services	to	you.	
2. We	may	receive	information	about	you	from	third	party	

sources	including	employment	related	search	engines	and	
platforms	for	job	listings	from	which	we	may	gather	your	
information	and	contact	job	opportunities	with	your	
consent.	In	this	case	we	will	have	informed	you	when	we	
collected	that	data	that	it	may	be	shared	internally	and	
combined	with	data	collected	on	this	Site.	

3. We	work	closely	with	third	parties	(including,	for	example,	business	
partners,	sub-contractors	in	technical	and	payment	services,	advertising	
networks,	analytics	providers,	search	information	providers,	credit	
reference	agencies)	and	may	receive	information	about	you	from	them.	
A	list	of	these	third	parties	can	be	provided	to	you	on	request.	

4. We	take	data	security	very	seriously	and,	although	we	have	taken	
various	steps	to	ensure	that	any	third-party	sources	that	we	use	to	
collect	and	receive	information	are	compliant	with	the	Data	Protection	
Laws,	this	privacy	policy	applies	only	to	the	Personal	Data	or	
information	that	we	collect	through	our	own	means,	and	we	are	not	
responsible	for	how	these	third	parties	use	and	process	your	
information.	

5.Disclosure	of	Your	Information	
1. We	will	not	share	your	Personal	Data	unless	we	have	a	legal	basis	for	doing	
so	as	set	out	in	clause	6.	Third	parties	who	we	may	share	your	Personal	Data	with	
include:	

a. Individuals,	employers	and	other	third	parties,	necessary	for	
the	provision	of	our	recruitment	services.	

b. Business	partners,	suppliers,	and	sub-contractors	for	the	
performance	of	any	contract	we	enter	with	them	or	you.	

c. Advertisers	and	advertising	networks	that	require	the	data	
to	select	and	serve	relevant	adverts	to	you	and	others.	

d. Analytics	and	search	engine	providers	that	assist	us	in	the	
improvement	and	optimisation	of	our	Site.	

e. Credit	reference	agencies	for	the	purpose	of	assessing	your	
credit	score	where	this	is	a	condition	of	us	entering	a	
contract	with	you.	

f. Professional	advisors,	such	as	Solicitors.	
2. We	may	disclose	your	Personal	Data	to	third	parties	if:	



	. we	sell	or	buy	any	business	or	assets;	in	which	case	we	may	
disclose	your	Personal	Data	to	the	prospective	seller	or	
buyer	of	such	business	or	assets.	

a. the	Company	or	substantially	all	its	assets	are	acquired	by	a	
third	party,	in	which	case	Personal	Data	held	by	it	about	its	
customers	will	be	one	of	the	transferred	assets.	

b. we	are	under	a	duty	to	disclose	or	share	your	Personal	Data	
to	comply	with	any	legal	obligation,	or	to	enforce	or	apply	
our	Site	Terms	of	Use	or	Terms	and	Conditions	of	Business	
of	any	of	our	products	and	other	agreements;	or	to	protect	
the	rights,	property	or	safety	of	the	Company,	our	customers	
or	others.	This	includes	exchanging	information	with	other	
companies	and	organisations	for	the	purposes	of	fraud	
protection	and	credit	risk	reduction.	

6.The	Legal	Basis	For	Processing	Your	Personal	Data	
1. The	Company	will	only	process	Personal	Data	where	there	is	a	lawful	basis	
as	per	Data	Protection	Laws.	This	lawful	basis	shall	be	one	or	more	of	the	
following:	

1. Express	consent	from	you.	
2. In	order	to	perform	and/or	complete	a	contract	with	a	third	

party.	
3. To	comply	with	a	legal	obligation.	
4. To	protect	your	vital	interest.	
5. It	is	in	the	public	interest;	and	
6. There	is	a	legitimate	interest.	
2. Legitimate	interests	are	a	flexible	basis	upon	which	the	law	

permits	the	processing	of	an	individual's	Personal	Data.	To	
determine	whether	we	have	a	legitimate	interest	in	
processing	your	data,	we	balance	the	needs	and	benefits	to	
us	against	the	risks	and	benefits	for	you	of	us	processing	
your	data.	This	balancing	is	performed	as	objectively	as	
possible	by	our	Data	Protection	Manager.	You	can	object	to	
our	processing	and	we	shall	consider	the	extent	to	which	
this	affects	whether	we	have	a	legitimate	interest.	

3. We	will	use	Automated	Data	to:	
	. administer	our	Site	and	for	internal	operations,	including	

troubleshooting,	data	analysis,	testing,	research,	statistical	
and	survey	purposes;	

a. improve	our	Site	to	ensure	that	content	is	presented	in	the	
most	effective	manner	for	you	and	for	your	computer;	

b. allow	you	to	participate	in	interactive	features	of	our	
service,	when	you	choose	to	do	so;	

c. to	keep	our	Site	safe	and	secure;	
d. measure	or	understand	the	effectiveness	of	advertising	we	

serve	to	you	and	others,	and	to	deliver	relevant	advertising	
to	you;	

e. make	suggestions	and	recommendations	to	you	and	other	
users	of	our	Site	about	products	or	services	that	may	
interest	you	or	them.	



4. We	will	use	data	to	perform	a	number	of	tasks	
including:	

	. Placement	of	a	candidate	into	a	particular	employment	role	
as	defined	by	our	clients;	or	the	provision	of	resourcing,	
outsourcing	or	consultancy;	

a. Maintaining	our	records	of	our	candidates,	clients	and	
contacts;	

b. carry	out	our	obligations	arising	from	any	contracts	entered	
into	between	you	and	us	and	to	provide	you	with	the	
information,	products	and	services	that	you	request	from	us;	

c. to	provide	you	with	information	about	other	products	and	
services	we	offer	that	are	similar	to	those	that	you	have	
already	purchased	or	enquired	about;	

d. to	ensure	that	content	from	our	Site	is	presented	in	the	most	
effective	manner	for	you	and	for	your	computer;	

e. to	communicate	with	you	about	updates	to	or	issues	in	
relation	to	this	Privacy	Policy.	

5. In	some	cases,	the	organisation	needs	to	process	data	to	
ensure	that	it	is	complying	with	its	legal	obligations.	For	
example,	it	is	required	to	check	an	employee's	entitlement	
to	work	in	the	UK.	

6. In	other	cases,	the	organisation	has	a	legitimate	interest	in	processing	
Personal	Data	before,	during	and	after	the	end	of	the	employment	
relationship.	Processing	employee	data	allows	the	organisation	to:	

	. run	recruitment	and	promotion	processes;	
a. maintain	accurate	and	up-to-date	employment	records	and	

contact	details	and	records	of	employee	contractual	and	
statutory	rights;	

b. respond	to	and	defend	against	legal	claims;	and	
c. operate	and	keep	a	record	of	employee	performance	and	

related	processes,	to	plan	for	career	development.	
7.Where	We	Store	Your	Personal	Data	

1. The	Personal	Data	that	we	collect	from	you	may	be	transferred	to,	
and	stored	at,	a	destination	outside	the	European	Economic	Area	
(“EEA”).	It	may	also	be	processed	by	staff	working	for	us	or	for	one	of	
our	suppliers	who	are	operating	outside	the	EEA,	such	as	in	Israel.	Such	
staff	maybe	engaged	in,	among	other	things,	the	fulfilment	of	your	
order,	the	processing	of	your	payment	details	and	the	provision	of	
support	services,	such	as	compliance,	IT,	legal	or	management	controls.	
By	submitting	your	Personal	Data,	you	agree	to	this	transfer,	storing	or	
processing.	We	will	take	all	steps	reasonably	necessary	to	ensure	that	
your	data	is	treated	securely	and	in	accordance	with	this	privacy	policy.	

2. Where	we	have	given	you	(or	where	you	have	chosen)	a	password	
which	enables	you	to	access	certain	parts	of	our	Site,	you	are	
responsible	for	keeping	this	password	confidential.	We	ask	you	not	to	
share	a	password	with	anyone.	



3. Unfortunately,	the	transmission	of	information	via	the	internet	is	not	
completely	secure.	Although	we	will	do	our	best	to	protect	your	
Personal	Data,	we	cannot	guarantee	the	security	of	your	data	
transmitted	to	our	Site	and	any	transmission	is	at	your	own	risk.	Once	
we	have	received	your	information,	we	will	use	strict	procedures	and	
security	features	to	try	to	prevent	unauthorised	access.	

4. As	a	result	of	increased	risk	posed	by	cyber	fraud	please	do	not	send	
any	funds	until	you	have	received	confirmation	from	your	relevant	
contact	and	are	certain	as	to	the	correct	account	details.	Unfortunately,	
we	do	have	to	warn	you	that	we	cannot	accept	responsibility	if	you	
transfer	money	into	an	incorrect	account.	

8.Your	Legal	Rights	
1. When	reading	this	notice,	it	might	be	helpful	to	understand	
that	your	rights	arising	under	Data	Protection	Laws	include:	

a. The	right	to	be	informed	of	how	your	Personal	Data	is	used	
(through	this	notice);	

b. The	right	to	access	any	Personal	Data	held	about	you;	
c. The	right	to	withdraw	consent	at	any	time,	by	emailing	:	

info@jobly.agency			
d. The	right	to	rectify	any	inaccurate	or	incomplete	Personal	

Data	held	about	you;	
e. The	right	to	erasure	where	it	cannot	be	justified	that	the	

information	held	satisfies	any	of	the	criteria	outlined	in	this	
policy,	or	where	you	have	withdrawn	consent;	

f. 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	

g. The	right	to	object	to	processing	that	results	in	decisions	
being	made	about	you	by	automated	processes	and	prevent	
those	decisions	being	enacted.	

2. You	can	exercise	your	right	to	prevent	such	processing	by	checking	
certain	boxes	on	the	forms	we	use	to	collect	your	data.	You	can	also	
exercise	the	right	at	any	time	by	contacting	us	
at	info@jobly.agency		or	7.2.	Our	Site	may,	from	time	to	time,	contain	
links	to	and	from	the	websites	of	our	partner	networks,	advertisers,	and	
affiliates.	If	you	follow	a	link	to	any	of	these	websites,	please	note	that	
these	websites	have	their	own	privacy	policies	and	that	we	do	not	
accept	any	responsibility	or	liability	for	these	policies.	Please	check	
these	policies	before	you	submit	any	Personal	Data	to	these	websites.	

9.Data	Security	
1. We	have	put	in	place	appropriate	security	measures	to	prevent	
your	Personal	Data	from	being	accidentally	lost,	used,	or	accessed	in	an	
unauthorised	way,	altered,	or	disclosed.	In	addition,	we	limit	access	to	
your	Personal	Data	to	those	employees,	agents,	contractors	and	other	
third	parties	who	have	a	business	need	to	know.	They	will	only	process	
your	Personal	Data	on	our	instructions,	and	they	are	subject	to	a	duty	of	
confidentiality.	



2. We	have	put	in	place	procedures	to	deal	with	any	suspected	Personal	
Data	breach	and	will	notify	you	and	any	applicable	regulator	of	a	breach	
where	we	are	legally	required	to	do	so.	

10.Data	Accuracy	
1. The	Company	shall	ensure	that	all	Personal	Data	collected,	
processed,	and	held	by	it	is	kept	accurate	and	up	to	date.	This	includes,	
but	is	not	limited	to,	the	rectification	of	Personal	Data	at	the	request	of	a	
data	subject,	as	set	out	in	clause	9,	above.	

2. The	accuracy	of	Personal	Data	shall	be	checked	when	it	is	collected	and	
at	regular	intervals	thereafter.	If	any	Personal	Data	is	found	to	be	
inaccurate	or	out-of-date,	all	reasonable	steps	will	be	taken	without	
delay	to	amend	or	erase	that	data,	as	appropriate.	

11.Data	Retention	
1. The	Company	will	only	retain	your	Personal	Data	for	as	long	as	necessary	to	fulfil	
the	purposes	we	collected	it	for,	including	for	the	purposes	of	satisfying	any	legal,	
accounting,	or	reporting	requirements.	

2. Candidate’s	records	including	application	form/CV,	ID	checks,	terms	of	
engagement,	details	of	assignments,	opt	notices	and	interview	notes	for	
unsuccessful	candidates	will	be	held	for	a	minimum	of	12	months	from	
the	last	date	of	supply	or	introduction	to	any	client.	

3. Where	we	have	limited	contact	with	a	candidate	following	an	
unsuccessful	interview	and	placement	process	it	will	be	held	for	a	
maximum	of	three	years	from	the	last	date	of	contact	with	you.	

4. All	categories	of	Personal	Data	that	are	held	by	us	because	they	are	
essential	for	the	performance	of	a	contract,	will	be	held	for	a	period	of	
six	years,	as	determined	by	reference	to	the	Limitations	Act	1980,	for	
the	purposes	of	exercising	or	defending	legal	claims.	

5. Further	information	on	our	how	long	we	retain	information	is	attached	
as	Annex	A	to	this	policy.	

12.Marketing	
1. We	strive	to	provide	you	with	choices	regarding	certain	Personal	Data	uses,	
particularly	around	marketing	and	advertising.	

2. We	may	use	your	Identity,	Contact,	Technical,	Usage	and	Profile	Data	to	
form	a	view	on	what	we	think	you	may	want	or	need,	or	what	may	be	of	
interest	to	you.	

3. You	will	receive	marketing	communications	from	us	if	you	choose	to	
opt-in	via	our	website	or	other	similar	electronic	or	paper	notices	
concerning	the	same.	

13.Cookies	
1. Similar	to	other	commercial	websites,	our	Site	uses	a	technology	called	"cookies"	
and	web	server	logs	to	collect	information	about	how	our	Site	is	used.	Cookies	are	small	
text	files	that	are	placed	on	your	computer's	hard	drive	through	your	web	browser	
when	you	visit	any	web	site.	They	are	widely	used	to	make	web	sites	work,	or	work	
more	efficiently,	as	well	as	to	provide	information	to	the	owners	of	the	site.	



2. Like	all	other	users	of	cookies,	we	may	request	the	return	of	
information	from	your	computer	when	your	browser	requests	a	web	
page	from	our	server.	Cookies	enable	our	web	server	to	identify	you	to	
us,	and	to	track	your	actions	and	the	pages	you	visit	while	you	use	our	
Site.	The	cookies	we	use	may	last	for	a	single	visit	to	our	Site	(they	are	
deleted	from	your	computer	when	you	close	your	browser),	or	may	
remain	on	your	computer	until	you	delete	them	or	until	a	defined	
period	of	time	has	passed.	

3. Although	your	browser	software	enables	you	to	disable	cookies,	we	
recommend	that	you	allow	the	use	of	cookies	to	take	advantage	of	the	
features	of	our	Site	that	rely	on	their	use.	If	you	prevent	their	use,	you	
will	not	be	able	to	use	all	the	functionality	of	our	Site.	We	may	use	
cookies	to:	

a. record	whether	you	have	accepted	the	use	of	cookies	on	our	Site.	This	is	
solely	to	comply	with	the	law.	If	you	have	chosen	not	to	accept	cookies,	
we	will	not	use	cookies	for	your	visit,	but	unfortunately,	our	Site	will	not	
work	well	for	you.	

b. allow	essential	parts	of	our	Site	to	operate	for	you.	
c. operate	our	content	management	system.	
d. operate	the	online	notification	form	-	the	form	that	you	use	

to	contact	us	for	any	reason.	This	cookie	is	set	on	your	
arrival	at	our	Site	and	deleted	when	you	close	your	browser.	

e. enhance	security	on	our	contact	form.	It	is	set	for	use	only	
through	the	contact	form.	This	cookie	is	deleted	when	you	
close	your	browser.	

f. collect	information	about	how	visitors	use	our	Site.	We	use	
the	information	to	improve	your	experience	of	our	Site	and	
enable	us	to	increase	sales.	This	cookie	collects	information	
in	an	anonymous	form,	including	the	number	of	visitors	to	
the	Site,	where	visitors	have	come	to	the	Site	from,	and	the	
pages	they	visited.	

g. record	that	a	user	has	viewed	a	webcast.	It	collects	
information	in	an	anonymous	form.	This	cookie	expires	
when	you	close	your	browser.	

h. record	your	activity	during	a	web	cast.	For	example,	as	to	
whether	you	have	asked	a	question	or	provided	an	opinion	
by	ticking	a	box.	This	information	is	retained	so	that	we	can	
serve	your	information	to	you	when	you	return	to	the	Site.	
This	cookie	will	record	an	anonymous	ID	for	each	user,	but	
it	will	not	use	the	information	for	any	other	purpose.	This	
cookie	will	last	for	a	period	after	which	it	will	delete	
automatically.	

i. store	your	Personal	Data	so	that	you	do	not	have	to	provide	
it	afresh	when	you	visit	the	Site	next	time.	This	cookie	will	
last	for	a	period	after	which	it	will	delete	automatically.	

14.Opt	Out	



1. You	can	ask	us	or	third	parties	to	stop	sending	you	marketing	messages	at	any	
time	by	following	the	opt-out	links	on	any	marketing	message	sent	to	you	or	by	
contacting	us	at	any	time	at	info@jobly.agency		or	.	

2. Where	you	opt	out	of	receiving	these	marketing	messages,	this	will	not	
apply	to	Personal	Data	provided	to	us.	

15.Access	To	Information	
1. Data	Protection	Laws	gives	you	the	right	to	access	information	held	about	you.	
Any	access	request	may	be	subject	to	a	fee	of	£25	to	meet	our	costs	in	providing	you	
with	details	of	the	information	we	hold	about	you.	
16.Changes	To	Our	Privacy	Policy	
1. This	Privacy	Policy	was	last	updated	on	1	June	2021.	

2. Any	changes	we	may	make	to	our	Privacy	Policy	in	the	future	will	be	
posted	on	this	page	and,	where	appropriate,	notified	to	you	by	e-mail.	
Please	check	back	frequently	to	see	any	updates	or	changes	to	our	
privacy	policy.	

17.Provide	Us	With	Accurate	Data	
• Your	Duty	to	Provide	us	With	Accurate	Data	It	is	important	that	the	

Personal	Data	we	hold	about	you	is	accurate	and	current.	Please	keep	us	
informed	if	your	Personal	Data	changes	during	your	relationship	with	
us.	

18.If	You	Fail	To	Provide	Us	With	Personal	Data	
• The	information	about	you	that	we	have	collected	for	the	performance	

of	our	contracts	is	required	in	order	for	us	to	successfully	fulfil	our	
obligations	to	you.	If	you	choose	not	to	provide	the	Personal	Data	
requested,	we	will	not	be	able	to	enter	into	a	contract	with	you	to	
provide	the	benefits	we	offer.	If	we	are	already	processing	your	
Personal	Data	under	a	contract,	you	must	end	our	contractual	
relationship	(as/where	permitted)	in	order	to	exercise	some	of	your	
rights.	

19.Complaints	
• If	you	are	unhappy	about	our	use	of	your	Information,	you	can	contact	

us	at	the	address	or	email	address	above.	You	are	also	entitled	to	lodge	
a	complaint	with	the	UK	Information	Commissioner’s	Office	using	any	of	
the	below	contact	methods.	Telephone:	0303	123	11113	
Website:	https://ico.org.uk/concerns/	Post:	Information	
Commissioner's	Office	Wycliffe	House	Water	Lane	Wilmslow,	Cheshire	
SK9	5AF	

• ANNEX	A	Data	Retention	Policy	
• Document	Type	Length	Records	Held	
• Candidate	records	including	application	form/CV,	ID	checks	terms	of	

engagement	(see	below	also,	details	of	assignments,	opt	notices	and	
interview	notes	for	unsuccessful	candidates	Minimum	1	year	from	the	
last	date	of	supply	or	introduction	to	any	client	(Conduct	of	
Employment	Agencies	and	Employment	Businesses	Regulations	2003	
(Conduct	Regulations))	Hirer	records	including	client	details,	terms	of	
business	(see	below	also),	assignment/	vacancy	details	Minimum	1	year	
from	the	last	date	of	supply	or	introduction	to	any	client	(Conduct	of	
Employment	Agencies	and	Employment	Businesses	Regulations	2003	
(Conduct	Regulations))	



• Candidate	records	including	application	form/CV,	ID	checks	terms	of	
engagement	(see	below	also,	details	of	assignments,	opt	notices	and	
interview	notes	for	unsuccessful	candidates	Minimum	1	year	from	the	
last	date	of	supply	or	introduction	to	any	client	(Conduct	of	
Employment	Agencies	and	Employment	Businesses	Regulations	2003	
(Conduct	Regulations))	Hirer	records	including	client	details,	terms	of	
business	(see	below	also),	assignment/	vacancy	details	Minimum	1	year	
from	the	last	date	of	supply	or	introduction	to	any	client	(Conduct	of	
Employment	Agencies	and	Employment	Businesses	Regulations	2003	
(Conduct	Regulations))	

• Terms	of	Engagement	with	temporary	worker	and	Terms	of	Business	
with	clients	6	years	to	deal	with	any	civil	action	in	the	form	of	
contractual	claim	(Limitation	Act	1980).	Although	this	is	only	5	years	in	
Scotland	we	maintain	6	years	Staff	records	including	CV,	ID,	bank	
details,	reference	information	and	other	personnel	information	(e.g.	
absence	&	disciplinary	records)	2	years	from	employee	termination	
date	

• Working	time	records:		
o 48	hour	opt	out	notice		
o Annual	leave	records	2	years	from	the	time	they	were	

created	
• Annual	appraisal/	assessment	records	5	years	(Under	the	DPA	no	

specific	period	is	detailed	so	records	should	only	be	kept	as	long	as	
necessary)	References	2	years	following	the	introduction	to	a	client	OR	
2	years	after	engagement	has	ended,	whichever	is	the	later	(Under	the	
DPA	records	are	only	to	be	kept	as	long	as	necessary	however	the	
Conduct	Regulations	require	references	to	be	kept	for	1	year)	Records	
held	relating	to	right	to	work	in	the	UK	2	years	after	employment	or	
engagement	has	ended	Criminal	record	checks	6	months	following	the	
introduction	to	a	client	OR	2	years	after	engagement	has	ended,	
whichever	is	later	National	Minimum	Wage	Documentation:	

• Total	pay	by	the	worker	and	the	hours	worked	by	the	worker	
o Overtime/	shift	premium;		
o Any	deduction	or	payment	of	accommodation.		
o Any	absences	e.g.	rest	breaks,	sick	leave,	holiday;		
o Any	travel	or	training	during	working	hours	and	its	length.		
o Total	number	of	hours	in	pay	reference	period	–	this	sets	the	

averaging	period	to	calculate	whether	a	worker	has	been	
paid		

o NMW	e.g.	workers	paid	weekly	have	a	pay	reference	period	
of	one	week	7	years	after	the	end	of	the	pay	reference	
period	following	the	one	that	the	records	cover	(National	
Minimum	Wage	Act	1998)	

• (We	must	keep	them	for	5	years	in	Scotland,	and	6	years	for	the	rest	of	
the	UK,	in	order	to	show	that	we	have	paid	at	least	national	minimum	
wage	rates	if	a	civil	claim	is	brought	against	Sickness	records	–	statutory	
sick	pay	7	years	Statutory	maternity,	paternity,	adoption	pay	7	years	
from	the	end	of	the	tax	year	to	which	it	relates	Pension	auto-enrolment	



• If	you	are	a	contractor	our	teams	are	on	hand	to	aid	throughout	your	
contract.	info@jobly.agency			

 


