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Colleague privacy notice 
 
During your recruitment and employment with us it is necessary under the Data 
Protection Act 1998 for Anchor Trust acting as Data Controller to collect and 
process personal information about you. This notice tells you about the personal 
information we collect and how it may be used.   
 
Who does the Privacy Notice apply to? 
This privacy notice applies to all colleagues on permanent, temporary or fixed-
term contracts including those on bank and volunteers. 
 
What is personal information? 
Personal information is information about someone which allows that person to be 
identified from that data or a combination of data available to us. Examples 
include; your name, address, employee number, photo, email address or mobile 
telephone number. Some personal information is classified as “sensitive”. The 
sensitive personal information we may hold will be information about your race or 
ethnic origin, physical or mental health condition, alleged or real offences, 
proceedings for any alleged or real offence, sexuality, religion or beliefs. 
 
How do we collect your personal information? 
Personal information is likely to be collected when making, responding and 
offering you employment and during your employment with us. 
 
Such information may be collected over the phone; by face to face contact; when 
receiving written correspondence; or electronic correspondence such as e-mails, 
faxes, online application forms, questionnaires and text messages.  Sometimes 
other organisations, such as previous employers, personal referees or 
government departments, will give us your personal details.   
 
How do we use your information? 
We will use your information to help us manage your application and employment 
with us.  The information we use includes your personal information (including 
sensitive personal data) and is held in our electronic and manual HR systems, 
including automated tools such as: purchasing systems, expenses systems, 
training applications and HR applications including HR self-service and benefits 
systems.  This includes: 
 

 To pay you and fulfil government requirements for taxation and other statutory 
information (using information such as your name and address, your salary, 
bank account details, total deductions, allowances, etc.); 

 To know where you work and what you are doing, (using information such as 
work location, role title, manager, cost centre, time and absence records etc.); 

 To support your technical resource needs by providing IT support systems that 
enable you to fully utilise the Anchor environment including support of your 
desktop/laptop computer hardware and software, telecommunications and 
door entry systems; 
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 To provide you with access to core HR processes and applications, (using 
information such as performance management, internal and external training 
merit increase, grade, assessing your skills and abilities, personal 
development plan, general pay awards, employee surveys, etc).   This may 
also include newsletters including company stories covering Anchor‟s aims, 
ideals or values; 

 To provide you with access and manage the available Anchor benefits 
programmes such as pay, pension, bonus or commission plans (wherever 
appropriate), healthcare scheme, uniforms, childcare vouchers, flu vaccination, 
Cycle2Work and record or request leave; 

 To enable your family to participate in the various benefits programmes using 
information such as family members to be covered by insurance, beneficiaries, 
health care scheme, next of kin, etc.; 

 To provide up to date Anchor contact information, telephone, location and 
email directories, organisation charts including project employee lists by 
maintaining your work-related contact details; 

 To provide you with training programs specifically for your needs so we can 
develop and train our colleagues.  This may include providing your details to 
claim government grants for training; 

 To support your well-being including health and safety requirements that you 
might have in order to perform your work, including emergency contact 
information; 

 To conduct a Disclosure and Barring Service (DBS) check if it is necessary for 
your role; or 

 To provide company car drivers with a company car, and complete any 
necessary driving license validations including monitoring mileage and use, if 
this benefit is relevant.  This may include details of any family members who 
are eligible. 

 
Who do we share information with? 
There may be times when we share information about you with other 
organisations.  These may include: 

 Any information technology or communication companies which provide 
and support our IT, voice or data infrastructure and resolve any issues; 

 Our HR service providers to deal with our payroll, vacancy and application 
process and support all aspects of our HR activities and applications; 

 Other HR providers, such as those who manage colleague surveys; 

 Organisations who provide training and grants to us, such as external 
training organisations, NVQs and online eLearning providers; 

 The Disclosure and Barring Service (DBS) and Nursing and Midwifery 
Council (NMC) or other recognised bodies to check your details with them; 

 Providers of goods or services and other professional advisers who provide 
us with support for any contractual agreements we may have;   

 Government departments, local authorities, and other organisations, to 
research and understand how social care is delivered and by whom; or 

 If we are required to do so by law. 
 
The personal information we share with others will be the minimum necessary and 
only that which is relevant to enable them to carry out their task.  Sensitive 
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personal information will only be made available when necessary and to those 
involved in dealing with your application and employment. We will advise you of 
any changes to the way we process your personal information. 
 
Security of your personal data 
Your personal information will not be transferred outside of the European 
Economic Area.  We will make sure that anyone we pass personal information to 
provides adequate security, including entering into a data processing contract.  
They will process the minimum amount that is required and solely for the reasons 
it is provided.  Our Corporate Retention Schedule sets out how long your personal 
data will be retained, after which it will be securely destroyed.  
 
Cookies 
No tracking cookies are used when you access any myHR services.  The Staff 
Care benefits portal use session cookies which are necessary for the correct 
operation of this service.  This includes; making sure that a colleague remains 
logged in, keeping track of any information if you complete an online form and 
language preference cookies that remember language choices.  Should you 
disable these cookies directly from your device please be aware that the Staff 
Care benefits portal will not operate correctly. For further details about cookies 
and how to disable them, please visit: www.aboutcookies.org or 
www.allaboutcookies.org 
 
Marketing to you 
We would like to send you details about Anchor such as newsletters and 
colleague incentives that may be of interest to you and your family.  We may also 
like to share your contact information with carefully selected companies who 
provide similar product or services.  You could receive this information by post, 
email or text message sent to either your Anchor or personal contact information 
we may hold.   
 
If you do not agree to being contacted in this way, or your information shared 
with other organisations, you can choose to opt-out.  To do this, visit your myHR 
self-service profile, personal Information section and select your 
preferences.  You can change your marketing preferences in the same way at 
any time. 
 
Data subject access requests and complaints 
You can ask to see the information we hold by making a request to us.  Please 
note we may charge a £10.00 fee for this service.  A data subject access request 
form is available on Compass. 
 
You also have the right to complain if you feel that your personal information was 
not processed fairly or is inaccurate.  To do this, please use the contact us details 
below. 
 
Your consent 
Please log into myHR and tick the Privacy Notice box to confirm you have read, 
understand and agree with its contents.   

http://www.aboutcookies.org/
http://www.allaboutcookies.org/
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Please note that we cannot process your application or support you in your 
employment with us if you do not sign. 
 
By ticking the box in myHR, you are giving your consent to Anchor to process 
your personal information, including sensitive personal information in line with this 
Notice. 
 
 
Marketing Anchor 

We produce a wide range of materials to tell people about our services and as 
part of this, we take photographic images (moving and still) of Anchor colleagues. 
We can also use case studies and testimonials which can include these images 
and other personal data (such as name, job title, place of work, quotations and 
other details where appropriate) to enhance and illustrate our media releases and 
marketing materials. 

We would like your permission to use these images and any personal information 
or quotations you supply to us for up to five years to reasonably promote or 
advertise Anchor. This information will be publically visible for use on our website; 
in printed publications; adverts; audio-visual and electronic materials: on the 
internet, social media; media work; display materials and any other media we may 
use in the future. To do this we may also use other organisations such as 
promotional companies or marketing organisations. The images will not be used 
for any other purposes. 
The consent will not expire unless you withdraw consent. A withdrawal of consent 
cannot always be applied to some current published material such as printed 
material already in circulation.  
All images and words taken by Anchor or its agents shall remain the property of 
Anchor and individuals in such images will not be remunerated for any use of such 
images.  
Copyright of all photographs and video footage remains with the organisation that is 
responsible for capturing or commissioning those images e.g. news-gathering media 
such as the BBC.  

 
Please select „yes‟ on the box on myHR to confirm you have read, understand 
and agree with its contents. By selecting „yes‟ are giving your consent to Anchor 
to use your personal information for marketing Anchor, as above. 

 
 
 
Contact us 
You can contact Colleague Services to discuss any aspect of this notice or about 
the information we hold about you and how we deal with it:  
 
Telephone: 0845 604 6635 
E-mail: HRShared.Services@anchor.org.uk 
By post: Anchor, Burnbank House, Newcastle upon Tyne, NE12 8EW 
 
 

mailto:HRShared.Services@anchor.org.uk

