Privacy Policy
Find out how we use and protect the personal data that you provide to us.
We are committed to preserving the privacy of all visitors to
http://www.horncastlerecruitment.co.uk (the Website). Please read the following Policy to
understand:

the personal data we collect about you;
the purpose for which we collect personal data about you;
the manner in which we process your personal data;
with whom your personal data might be shared with; and
how we protect the personal data which you provide to us.
By either registering as a user of any services provided by us on this Website and/or by using this
Website generally you consent and agree to the use of your personal data by us in accordance with
this Policy.

The Website and its web pages are operated by Kay Burge trading as Horncastle Recruitment.
Horncastle Recruitment are referred to in this Policy as "we", "us" or "our".
For the purposes of this Policy, references to "you" or "your" shall mean as a user of the Website
and/or a customer of our services.
Your use of the Website is also governed by the Website's general Terms and Conditions. Please
ensure you have read and understood the Terms and Conditions in addition to this Policy.

1. Personal data which we collect
1.1 We collect personal data about you when you:

visit our Website;
contact us through our Website;
contact us by letter, email or telephone;
post material to our Website;
post material through our social media pages on sites such as Facebook and Twitter;
complete customer feedback or surveys;
sign up for newsletters; or
enter competitions or promotions on our Website or Social Media profiles.

1.2 The personal data collected in the above manner may include:

full name;
postal address;
email address;
telephone number;

1.3 There will be instances where you provide us with information which is classified as "special
categories of personal data", (an example would be where you provide us with a C.V to be
considered for a recruitment position). We will only process such data for the purpose of providing
suitable candidates to suitable recruitment positions. You can choose whether or not to provide us
with any special categories of personal data.

1.4 If you provide us with personal data relating to another person when you make an enquiry, you
confirm that you have the permission of that other person to share their personal data with us.

1.5 We may monitor and record communications with you (such as telephone conversations and
emails) in order to maintain customer service standards, assist staff training and fraud
prevention/compliance activities.

1.6 If you post material to our social media pages, such material will also be subject to the policies
operated by such sites. Please note that we have no control over these policies and you should
familiarise yourself with content of these policies before posting.

2. Use of your personal data
2.1 We may collect personal data about you so that we can:

register you with our recruitment database and to manage any recruitment positions you may have
applied for with us; or asked us to promote for you.
administer our Website services;
fulfil our agreement with you in respect of any recruitment positions and to administrate payments;
notify you about developments to recruitment positions;
analyse and profile your recruitment preferences e.g. (possible opportunities, employer analysis) to
enable us to provide you with a personalised recruitment service.

review, develop and improve the service which we offer and to enable us to provide you and other
clients with relevant information through our recruitment process;
aggregate personal data in order conduct research, statistical analysis and recruitment analysis;
respond to queries;
tailor how we inform you about recruitment opportunities/candidates which we think will interest
you. An example would be if you applied for a receptionist position with us, and then we offer you a
similar position with another company; and
carry out security vetting to detect suitability for particular roles.
2.2 We will only use your personal data in the circumstances set out in paragraph 2.1 where it is
permitted by law and where:
we need to use your personal data in order to perform a contract with you;
we need to use your personal data in order to comply with our legal or regulatory obligations;
you have given us your consent to use your personal data (if consent is needed, we will ask for this
from you separately);
it is reasonably necessary to use your personal data in order to comply with any legal obligations
which we are subject to in the performance of our contract with you; and
we need to use your personal data in pursuit of the legitimate interest of the improving the Website
for the benefit of you and other customers to whom we provide Products.
Marketing
2.3 We would like to send you information by post, email, telephone, text message (SMS) or
otherwise about our services, competitions and special offers which may be of interest to you.

If you provide us with consent, we will provide you with information about offers Horncastle
Recruitment are promoting and/or opportunities for candidates to gain employment with a suitable
employer.
2.4 We will only send you marketing messages when you tick the relevant consent box when you
provide us with your personal data. If you have consented to receive such marketing from us, you
can opt out at any time. For details on how to ask to be removed from our mailing list(s), please
refer to section 4 of this Policy.

Payment Details

2.5 We do not hold or store any payment details which you provide to us when you order a Product.
Any payment details you provide will be held by the relevant third party payment providers.

3. Disclosure of your personal data
3.1 We may share your personal data with third parties who may use it for the same purposes as set
out in section 2 above:
to employees and agents, some of whom may be located outside the EEA, to administer any
accounts and any recruitment positions provided to you now or in the future;
to third parties who provide us with technological support that enables us to administer any
accounts and any Products provided to you. Examples include our web hosting providers, our web
monitoring software and payment service providers;
to our third party logistics and delivery providers who deliver services to you on our behalf;
to anyone to whom we transfer our rights and duties under our agreement with you to supply
recruitment provision; and
if we have a duty pursuant to the law to do so or if the law allows us to do so.
3.2 We may also share your personal data with third parties in order to comply with our legal or
regulatory obligations.

3.3 We will not and do not sell your personal data to any third party for marketing purposes.

4. How can I get my name removed from the Horncastle Recruitment list(s)?
4.1 If you have opted in to any mailing list, and no longer wish to receive our newsletter or other
promotional communications, you may opt‐out of receiving such communications by following the
instructions that are included in each communication. You may also opt out by:

Emailing directly to kay@horncastlerecruitment.co.uk quoting "security and privacy enquiry" at
phoning us directly on 01507 211501
4.2, Please be aware that you may still receive communications from us until we have had a
reasonable opportunity to process your request.

5. Consent
5.1 In those cases where we need your consent to hold and process your personal data, we will ask
you to check a box on the relevant form or webpage requiring consent. By checking these boxes you
are stating that you have been informed as to why we are collecting your personal data, how it will
be used, for how long it will be kept, who else will have access to it and what your rights are as a
data subject (all of which is set out in this Policy).

6. How we keep your personal data secure
6.1 To protect your personal data we have policies and procedures in place to make sure that only
authorised personnel can access your personal data, that personal data is handled and stored in a
secure and sensible manner, and that all systems that can access the personal data have the
necessary security measures in place.

6.2 Please note that the internet is not a secure medium and we cannot guarantee the security of
any data you disclose online. You accept the inherent security risks of providing information and
dealing online over the internet and will not hold us responsible for any breaches of your data
protection rights attributable to the transmission of your personal data over the internet.

7. How long do we keep your personal data
We shall retain your personal data for as long as is reasonably necessary for the purposes listed in
paragraph 2.1 unless we are required by law to retain your personal data for a longer period.

8. Your rights
8.1 You may exercise your rights below by contacting us using the contact details in section 15 of this
Policy or by calling 01507 211501.

The right to access personal data we hold on you

8.2 At any point you can contact us to request the personal data we hold on you as well as why we
have that personal data, who has access to the personal data and where we got the personal data.
Once we have received your request we will respond within a reasonable time period (and in any
event no longer than 30 days from the date of your request). Please contact our Data Protection
Officer by email kay@horncastlerecruitment.co.uk to request to see your personal data.

The right to correct and update the personal data we hold on you

8.3 If the data we hold on you is out of date, incomplete or incorrect, you can inform us and we will
ensure that it is updated. If you are concerned that any of the personal data we hold on you may be
incorrect, and you are unable to change it yourself as described below, please contact our Data
Protection Officer by email kay@horncastlerecruitment.co.uk
The right to have your personal data erased

8.4 If you feel that we should no longer be using your personal data or that we are not entitled to be
using your personal data, you can request that we erase the personal data we hold. When we

receive your request, we will confirm whether the data has been deleted or tell you the reason why
it cannot be deleted. Please contact our Data Protection Officer by email
kay@horncastlerecruitment.co.uk to request that we delete your personal data.

The right to object to the processing of your personal data

8.5 You have the right to request that we stop processing your personal data. Upon receiving the
request, we will contact you to tell you if we are able to comply or if we have legitimate grounds to
continue to process your personal data. If we no longer process your personal data, we may
continue to hold your personal data to comply with your other rights or our legal regulatory
obligations. Please contact our Data Protection Officer by email kay@horncastlerecruitment.co.uk to
request that we stop processing your personal data.

The right to ask us to stop contacting you with direct marketing

8.6 You have the right to request that we stop contacting you with direct marketing. Further details
on this can be found at section 4 of this Policy.

The right to data portability

8.7 You have the right to request that we transfer your personal data to another controller. Once we
have received your request, we will comply where it is feasible to do so. Please contact our Data
Protection Officer by email kay@horncastlerecruitment.co.uk if you want us to transfer your
personal data to another controller.

9. Cookies
Use of Cookies

9.1 New technologies are emerging on the internet that helps us to deliver customised user
experiences. In particular, there is a technology called "cookies" which may be used by us to provide
you with, for example, customised information from our Website. In most cases, we will need your
consent in order to use cookies on the Website. The exception is where the cookie is essential in
order for us to provide you with Products you have requested.

9.2 A cookie is an element of data that a website can send to your computer (or other electronic
devices), which may then store it on your system. Cookies allow us to understand who has seen
which pages and advertisements on our Website, to determine how frequently particular pages are

visited and to determine the most popular areas of our Website. Non‐personal information such as
browser type, operating system and domain names, may be collected during visitors' use of the
Website and this information may be used by us to measure the number of visitors to the Website.
Unless you have indicated your objection when disclosing your details to us, our system will issue
cookies to your computer when you log on to the Website.

Consent to cookies

9.3 There is a notice on our Website home page which describes how we use cookies. If you use this
Website after this notification has been displayed to you, we will assume that you consent to our use
of cookies for the purposes described in this Policy.

What types of cookies do we use?

9.4 We may use cookies and similar tools across our Website to improve its performance and
enhance your user experience.

First party cookies: We set these cookies and they can only be read by us.

Persistent cookies: We may use persistent cookies which will be saved on your computer for a fixed
period (usually 1 year or longer). They won’t be deleted when the browser is closed. We may use
persistent cookies to recognise your device for more than one browsing session.

Session cookies: We may use session cookies which are only stored temporarily during a browsing
session and will be deleted from your device when the browser is closed.

Third party cookies: We may use a number of third‐party suppliers who also set cookies on our
Website in order to deliver the services that they are providing. These cookies are known as third‐
party cookies.

Depending on the type of cookies we use, cookies also allow us to make our Website more user‐
friendly. For example, persistent cookies allow us to save your password so that you do not have to
re‐enter it every time you visit our Website. Our Website may also use cookies to monitor website
traffic and/or to make sure you don't see the same content repeatedly and/or to deliver content
specific to your interests.

Disabling cookies

9.5 If you would like to ensure that no further non‐essential cookies are placed on your computer,
please follow the steps outlined in paragraph 9.6. This will not remove the current cookies placed
but will ensure that no further non‐essential cookies are placed on your browser during your visit to
the Website. Please be aware that this will mean that you lose key functionality on the Website and
may mean it is not possible to carry out all functionality.

9.6 You can usually adjust your browser so that your computer does not accept cookies:

Go to the heading "Manage Cookies" and click on the option you prefer, either stopping cookies
being installed, or notifying you of them.
From the list provided, click onto the programme which your computer uses; if this is not shown on
the list, click on the "help" heading on the bar at the top of this page, search for information on
"cookies" − an explana on of how to delete cookies will appear, then follow the instruc ons.
9.7 Alternatively, you can adjust your browser to tell you when a website tries to put a cookie on
your computer (or other electronic devices).

How you adjust your browser to stop it accepting cookies or to notify you of them, will depend on
the type of internet browser programme your computer uses. You can follow the appropriate
instructions for your specific browser type by clicking onto this link
http://www.aboutcookies.org/Default.aspx?page=2 (please note that this link will open a new
window and will lead to an external website and that we are not responsible for the content of
external websites).

9.8 Please remember, cookies do not contain confidential information such as your home address,
telephone number or credit card details. We do not exchange cookies with any third party websites
or external data suppliers. If you do choose to disable cookies, you may find that certain sections of
our Website do not work properly.

How to disable third‐party cookies

9.9 Users based in the European Union, can visit http://www.youronlinechoices.eu/ to opt out of
these third‐party cookies. The above website is not connected to our Website and we are not
responsible for its content. We only keep cookies for the duration of your visit to our Website,
except in the case of cookies which remember you for future visits or where you save your login
name as referred to above.

10. IP address

Your browser also generates other information, including which language the Website is displayed
in, and your Internet Protocol address (IP address). An IP address is a set of numbers which is
assigned to your computer (or other electronic devices) during a browsing session whenever you log
on to the internet via your internet service provider or your network (if you access the internet from,
for example, a computer at work). Your IP address is automatically logged by our servers and used to
collect traffic data about visitors to our Website. We also use your IP address to help diagnose
problems with our server, and to administer our Website. We do not use your IP address to identify
you personally.

11. Other websites
Please be aware that our Website may contain links to other websites which may be accessed
through our Website. These websites are outside of our control and are not covered by this Policy. If
you access other websites using links on our Website, we are not responsible for the data policies or
procedures or the content of these linked websites.

12. Anti‐spam policy
What is spam?

12.1 Spam, also known as junk mail, is an unsolicited commercial email message, commonly sent in
bulk email messages. Unsolicited means that the recipient has not granted verifiable permission for
the message to be sent. Bulk means that the message is sent as part of a larger collection of
messages, all having substantively identical content. The term 'spamming' refers to transmitting,
distributing or delivering any unwanted commercial e‐mail correspondence, especially in mass
quantities, through the electronic means of communication.

Measures to prevent spam

12.2 We take the following measures to prevent spam:

mailing list subscribers must specifically opt‐in to Horncastle Recruitment emails to receive them.
The nature of the emails people will be sent is fully disclosed, both on the page the subscription is
made from and with a prominent link to this Policy;
we do not use bought‐in lists, rented lists or lists that use appended email addresses;
we do not use email addresses that are scraped or copied and pasted from the web, or harvested in
any way;
we do not have a subscription form that subscribes users to an unrelated list;
we do not send out unrelated offers or unrelated content to our recipients on our newsletter list;
and

we do not email people who have requested to be removed from our mailing lists.
13. Mailing practices
13.1 We do not modify the headers of any message in such a way that purposefully makes the origin
of the message unclear.

13.2 All undeliverable addresses are removed from all future mailings after no more than 3 bounces.

13.3 All mailings provide clear and simple to follow instructions for opting‐out of future mailings, and
all reasonable attempts are made to facilitate the removal of a mailing list subscriber at their
request.

13.4 Personal data submitted to us is only available to employees managing this personal data for
the purposes of contacting members of our lists. We have security policies in place to ensure that
our mailing list data is secure from theft and misuse.

13.5 If you receive an email message that you think is spam which is sent from or sent on behalf of
Horncastle Recruitment, please let us know the details of the email using the email address detailed
below and we will then investigate the matter.

13.6 If you have questions regarding our anti‐spam policy, please contact us by sending an email to
the following email address: kay@horncastlerecruitment.co.uk.

14. Contact us
14.1 If you have any questions/comments about this Policy in general, you can email us at:
kay@horncastlerecruitment.co.uk.

15. Changes to Policy
15.1 We keep our Policy under regular review. We may amend and update this Policy from time to
time. You should check this Policy regularly to ensure that you are aware of the most recent version
that will apply each time you access the Website.

15.2 Where we have made any changes to this Policy which affects the manner in which we use your
personal data, such changes will be posted on the Website and where appropriate, through email.

16. Data Protection Officer

16.1 All comments, queries and requests relating to our use of your personal data are welcomed and
should be emailed to kay@horncastlerecruitment.co.uk

16.2 This Policy was last updated on 17th May 2018.

