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Privacy Statement for Human Resources
Who we are and why do we require your information?
Tipperary County Council seeks to promote the economic, social and cultural development of the County and in doing so contribute significantly to improving the quality of life of the people of Tipperary County.

The delivery of high-quality services, tailored to meet the needs of all our customers, remains one of Tipperary County Council’s core objectives and is included in our Corporate Plan. This quality service includes not only the level and quality of service given to our customers but also the quality of our decision-making processes, the efficiency and effectiveness of our corporate operations, standard of our facilities and our ability to adapt in an ever-changing environment.
To provide the most effective and targeted range of services to meet the needs of the citizens, communities and businesses of Tipperary we will be required to collect, process and use certain types of information about people and organisations. Depending on the service being sought or provided the information sought may include ‘personal data’ as defined by the Data Protection Acts and by the General Data Protection Regulation (GDPR) and may relate to:
· current, past and future service users;
· past, current and prospective employees;
· suppliers; and
· members of the public who may engage in communications with our staff.
In addition, staff may be required, from time to time, to collect, process and use certain types of personal data to comply with regulatory or legislative requirements.

Why does the Council have a privacy statement?
Tipperary County Council has created this privacy statement to demonstrate the Council’s firm commitment to privacy and the security of the personal data you provide to the Council.
Tipperary County Council’s commitment to you is that the personal data you may be required to supply to us is;
· Obtained lawfully, fairly and in a transparent manner
· Obtained and retained for only specified, explicit and legitimate purposes
· Adequate, relevant and limited to what is necessary for the purpose for which it was obtained
· Recorded accurately and, where necessary, updated
· Stored safely and securely
· Kept only for as long as is necessary for the purposes for which it was obtained.
· Kept in a form which permits identification of the data subject
· [bookmark: _Hlk504989324]Processed fairly and in a manner that ensures the appropriate security of the personal data including protection against unauthorised or unlawful processing.
Service referred to in this Privacy Statement
Human Resources. 
What data we collect and process
The types of personal data that we will collect, and process includes
· your name, address and contact details, including email address and telephone numbers (Work, Home and Mobile)
· details of your qualifications, skills, training, work experience, professional memberships and previous employment history, periods of employment and reason for leaving, information to demonstrate you are suitable for the position advertised
· whether or not you have a disability for which the Council may need to make reasonable adjustments during the recruitment process;
· whether you are of good character;
· information about your entitlement to work in the Republic of Ireland, including your PPSN Number;
· your comments relating to your suitability for the role and your personal interests.
The following special category personal data is collected
· Medical reports
Where an applicant is successful at interview and offered employment, further personal information may be required/recorded e.g.;
· References (Previous employment and character references)
· Birth Certificate
· PPSN
· Bank Details
· Drivers Licence and category of licence
· Car Registration and Insurance details
· Service details from previous public sector employers if applicable
· Documentary evidence for proof of identity and address
· Details of availing of any Early Retirement schemes
· Superannuation details
· Safe Pass and or other qualifications held
· Particulars of declarable interests
· Your photograph for the corporate Intranet
· Details of your next of Kin – Contact person in case of emergency.
· Nationality
Tipperary County Council also asks you to provide the contact details of two referees whom we will contact after interview to obtain references for you. We assume that you have obtained their written consent to act as such and fully understand that their Personal Data will be processed by us for the purpose of obtaining and recording your reference.
The Council collects this information by asking you to complete and submit a job application form via post or online through a dedicated app.
Why do we collect this personal data?
We collect and process this information in order to manage and administer the relationship between you and us for the purpose of creating a candidate profile for you if you are a prospective employee
Lawfulness of processing
We process personal data in the exercise of official authority vested in us as the controller under Article 6 (1) (e) of the General Data Protection Regulations (GDPR) and by virtue of our statutory functions set out under the following legislation:
· Employment Law
· Terms of the Employment (Information) Act 1994 and Human Resources policies and procedures
· Health and Safety Legislation
· Superannuation Legislation
· National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016
· Children First Act, 2015
· National Guidance for the Protection and Welfare of Children 2017
· Disability Act 2005
· Local Government Act 2001 (As amended)
We process your Special category Personal Data under the Disability Act 2005, Tipperary County Council may also ask if you have a disability
· Where necessary and proportional for the performance of the statutory function conferred on us under the Disability Act 2005 and Employment Law
· To protect your vital interests and those of another person
Specific, legitimate and legal purpose for which the personal data is being sought.
Compliance with Local Government Acts and Regulations, Departmental Circulars.
Sharing of Personal Data
Outside of the relevant recruitment team, the information provided in your application form will only be shared for progressing the competition for which you have applied, with a designated shortlisting and/or interview board.  If following the competition, you are placed on a panel and offered a position, the information provided in your application form will form part of your Personal File and may be used for deciding the post to which you are assigned.
We may share your Personal Data with selected third parties, including for example
· Former employers to obtain references for you
· Medical Practitioners
· An Garda Síochána (Garda Vetting Process)
· Line Manager/Heads of Department
· Irish Public Bodies
· Solicitors and or Barristers appointed by the Council
· Workplace Relations Commission
· The Local Government Management Agency
· MyPay (Payroll Shared Service)
· Providers of workplace mediation and or investigation services
· Department of Social Protection 
· Other Government agencies, where required to so do by law
We may also share your data with other Local Authorities, suppliers and other third parties who assist us in fulfilling our functions. Further information regarding the sharing of your personal data can be found in our Privacy Statement which is available at www.tipperarycoco.ie. 
How long do we keep hold of your information
Your application will be retained for one year from the date a panel for this position is formed. In exceptional circumstances panels can be extended for an additional year and your personal data will be kept until the extension has expired (usually a further one year). Applications which are unsuccessful at interview stage will be retained for one year. Applications that are not progressed to interview stage will be destroyed post competition.
If you do not furnish the personal data requested, Tipperary County Council will not be able to progress your application for the competition for which you are applying.
How your personal data will be kept safe from unauthorised or unlawful processing
Hard copy data / files are securely stored in a fob only access file storage room in Human Resources and soft copy data is stored in secure / restricted IT systems which have firewall and anti-virus software/ restricted access to files. 
Period for which your personal data will be retained
Personal data is retained in accordance with the Record Retention and Management Policy.  
Contact Details
In order to communicate with you, the Council will ask for your contact details. You do not have to provide all contact details but providing more, such as email, phone number, address, makes it easier for the Council to communicate with you.
Your Data Protection Rights
You have the right to request access to personal data held about you, obtain confirmation as to whether data concerning you exists, be informed of the content and source of data, and check its accuracy. In addition, if the data held by Tipperary County Council is found to be inaccurate, you have the right to have the data corrected by the Council.
You may request to have information erased, object to direct marketing and to restrict the processing of your information, including automated decision-making.
You have the right to request data portability (transfer) of personal data held electronically by the Council to another data controller where technically feasible.
You may withdraw consent at any time where processing is based entirely on your consent.
Please note that to help protect your privacy the Council will take steps to verify your identity before granting access to personal data.
Data access requests should be made in writing and addressed to the Data Protection Officer, Tipperary County Council, Civic Offices, Emmet St., Clonmel, County Tipperary.
E-Mail: dataprotection@tipperarycoco.ie 
Telephone: 0818 06 5000
Post: Data Protection Officer, Tipperary County Council, Civic Offices, Clonmel, Co. Tipperary.
Right of Complaint to the Office of the Data Protection Commissioner
If you are not satisfied with the outcome of the response you receive in relation to a data access request or are unhappy with the manner of the processing of your data by South Dublin County Council, then you are entitled to make a complaint to the Data Protection Commissioner who may investigate the matter for you.
The Data Protection Commissioner’s website is www.dataprotection.ie or you can contact the Commissioner’s Office at:
Help Desk:       01 765 01 00 - 9.30 am to 1 pm (Monday – Friday) or 1800 437 737 - 2 pm to 5 pm (Monday – Friday)
Online:                   Via the “Contact Us Online” button on the above website
Postal Address:     Office of the Data Protection Commissioner, Canal House, Station Road, Portarlington, Co. Laois. R32 AP23 or, 6 Pembroke Row, Dublin 2 D02 X963.
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