UNIVERSITY OF CUMBRIA

PRIVACY NOTICE FOR Careers and Employability Service – working with visiting external individuals and organisations
Introduction

The University of Cumbria collects and uses personal information in accordance with applicable Data Protection and Privacy laws, including the Data Protection Act 2018 and General Data Protection Regulation. 
This Privacy Notice explains how the Careers and Employability Service handles the personal information of external agencies visiting campuses to provide careers opportunities to students and graduates of the University. This includes presentations, workshops, conferences, networking events and fairs.
Please read this Privacy Notice carefully and contact us if you have any queries.

What personal information do we collect?
We will collect and process the following information about you –
Information that you give us when you contact us or complete a booking form for an event or activity.

We also collect some information which is classed as Sensitive Personal Data or Special Category Data, such as information regarding your disability or health condition, if you have one, where this relates to access to the campus and facilities.

We will only use Sensitive Personal Data or Special Category Data with your explicit consent, except in limited, exceptional circumstances permitted by Data Protection legislation (for example, to protect the welfare of yourself or others or to comply with legal and regulatory obligations)
Where the event will include speakers who are not students or staff of the University the External Speakers form will be used to collect the name, address and contact details of the External Speakers involved in the event. Where you provide such detail in your completed External Speakers Form such information will include details regarding political opinions, religious or philosophical beliefs of external speakers. It could also include details of offences or alleged offences. We collect this information in order to comply with legal obligations.
How will we use your information?
We will use your information for the purposes listed below. We have also provided details of the legal basis on which we will use your information:
	Use of your information by us
	Legal basis for doing so

	To accommodate your requirements for on-campus events and activities with reference to any disability or health requirements relating to  access to rooms and facilities, catering etc. 

	Where you choose to inform us of a disability or health requirement, we will use this information to fulfill our contract with you. 
Where  reasonable adjustments are required we will use your information to comply with legal obligations. 



	To risk assess the external speaker and the event at which they would be speaking.
	We will use this information to comply with legal obligations in respect of the University’s statutory duties relating to Prevent.




Storing your information

All information you provide to us is stored within the European Economic Area (EEA) on our secure servers. Once we have received your information, we will use strict procedures and security features to try to prevent unauthorised access.
Your information will be retained for seven years. Following this period you information will be securely destroyed. 

Disclosure of your information
The university discloses your information as outlined below -
The advice of the Police or the Prevent Co-ordinator may be sought if there are concerns about an event or an individual speaker.
Your Rights 
Where we rely on your consent to process your information you have the right to withdraw your consent at any time. You can do this by contacting the Careers Team Manager.
Under Data Protection legislation you have a right to a copy of the current personal information held on you by the University. To request a copy of your data, please use the request form available on the university website at http://www.cumbria.ac.uk/dataprotection 

For further information or advice about your rights under Data Protection legislation, including details of how to contact the University’s Data Protection Officer, please see our webpages at http://www.cumbria.ac.uk/dataprotection. 

You can also visit the Information Commissioner’s website for further information and advice on your rights under Data Protection legislation. You also have the right to complain to the Information Commissioner if you are unhappy with the way your information is being handled.   Please see  www.ico.org.uk for further details.
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