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Osa Healthcare Recruitment Ltd, trading as Osa Specialist Recruitment (referred to as “Osa” throughout this policy).
1. Who we are and how to contact us
Osa Healthcare Recruitment Ltd, trading as Osa Specialist Recruitment, is responsible for the processing of personal information described in this policy.
Osa provides permanent recruitment services across the health and social care sector. We process personal information to identify suitable candidates, support recruitment processes, manage business relationships and meet our legal obligations.
If you have a question about this policy or wish to exercise your data protection rights, contact us at info@osarecruitment.co.uk.
Osa is registered with the Information Commissioner's Office (ICO). Our registration details can be checked through the ICO's public register.
2. Whose information we use
This policy applies to personal information relating to:
· Candidates and prospective candidates.
· Individuals who express an interest in employment opportunities.
· Client contacts and representatives of organisations using our recruitment services.
· Osa's directors, employees and recruiters, including individuals engaged on arrangements other than direct employment, where applicable.
· Referees and other individuals whose information is relevant to a recruitment process or our business operations.
When Osa shares candidate information with a prospective employer, that organisation may become an independent data controller for its subsequent use of the information. The organisation is responsible for providing its own privacy information where required by law.
3. Information we collect
The personal information we process depends on your relationship with Osa and the purpose for which it is needed. It may include:
Candidate and recruitment information
· Name, contact details and other relevant identity information.
· CVs, application details, employment history, education, qualifications, skills and experience.
· Role preferences, availability and information relevant to assessing suitability for a position.
· Recruitment communications, interview arrangements, feedback, references and records of interactions.
· Relevant information received from referees, former employers, job boards, clients or other recruitment sources.
Client and business contact information
· Names, business contact details, job titles and professional information.
· Communications about vacancies, recruitment requirements, services and business relationships.
Information relating to Osa's own operations
· Employment, contractual, payment, training and administrative records for Osa's employees and other individuals engaged by the business, where relevant.
· Information needed to manage business relationships, comply with legal obligations, protect our legitimate interests and maintain appropriate records.
In certain circumstances, we may need to process special category personal data, such as health information, or criminal offence data, for a lawful and relevant recruitment or employment purpose. We will only process such information where the applicable legal requirements are met.
Please do not provide information that is not relevant to the recruitment process or other purpose for which we have requested it.
4. Where information comes from
We may collect personal information directly from you, including through CVs, application forms, emails, telephone conversations and other communications.
We may also receive information from:
· Job boards, professional networking sites and CV-sharing services.
· Client organisations recruiting for a position.
· Referees and former employers.
· Publicly available professional sources, where relevant and appropriate.
· Other sources that are relevant to the recruitment process or our business activities.
Where we obtain personal information indirectly, we will provide information about the source and categories of information where required by data protection law.
5. Why we use information and our lawful bases
We process personal information for the following purposes:
· To identify and assess candidates for suitable permanent employment opportunities.
· To communicate with candidates about vacancies and recruitment processes.
· To share relevant candidate information with prospective employers where appropriate.
· To arrange interviews, obtain references and verify relevant employment history, qualifications and suitability.
· To manage client relationships and provide recruitment services.
· To administer Osa's own employment, contractual, financial and business records.
· To respond to enquiries, manage complaints, protect our business and establish or defend legal claims.
· To comply with applicable legal and regulatory obligations.
We must have a lawful basis for processing personal information. Depending on the circumstances and purpose, this may include:
· Consent, where we have chosen to rely on consent and it is appropriate for the processing concerned.
· Contract, where processing is necessary to perform a contract with an individual or to take steps at their request before entering into a contract.
· Legal obligation, where processing is necessary to comply with a legal requirement.
· Legitimate interests, where processing is necessary for our legitimate business interests or those of a third party, provided those interests are not overridden by the individual's rights and interests.
The lawful basis will depend on the particular processing activity. Where we rely on legitimate interests, we will consider and document those interests and the impact on individuals as required.
Where special category personal data, such as health information, is processed, we must also identify an applicable condition under Article 9 of the UK GDPR. Where criminal offence data is processed, we must meet the additional requirements under Article 10 of the UK GDPR and the Data Protection Act 2018, including any applicable safeguards.
We will only carry out checks and process sensitive information where relevant, lawful and appropriate to the circumstances.
6. Who we share information with
We may share relevant personal information with:
· Prospective employers considering candidates for permanent positions.
· Referees or former employers where appropriate and lawful.
· Service providers who support our recruitment processes and business operations.
· Professional advisers, such as legal or accounting advisers, where necessary.
· Regulators, law enforcement bodies, courts or public authorities where required or permitted by law.
We share candidate information with prospective employers only where relevant to the recruitment process and in accordance with applicable data protection requirements. We aim to limit the information shared to what is necessary for the purpose.
We take appropriate steps to protect personal information when sharing it. Where a service provider processes personal information on our behalf, we will put appropriate contractual and security arrangements in place where required.
If personal information is transferred outside the United Kingdom, we will ensure that the transfer complies with applicable data protection law and that any required safeguards are in place.
7. How long we keep information
We retain personal information only for as long as reasonably necessary for the purposes for which it was collected, taking account of:
· The nature of the information and the purpose for which it is held.
· The progress and outcome of recruitment processes.
· Applicable legal, regulatory, accounting and contractual requirements.
· The need to establish, exercise or defend legal claims.
· Our legitimate business needs and the rights of individuals.
Osa maintains retention arrangements for different categories of information, including unsuccessful candidates, successful recruitment processes, client contacts, employees, recruiters and financial or contractual records.
When information is no longer required, it will be securely deleted, destroyed or anonymised, as appropriate, in accordance with our retention arrangements.
You may request the erasure of your personal information. We will consider the request in accordance with data protection law. We may need to retain some information where we have a lawful basis or legal obligation to do so.
8. Your data protection rights
Depending on the circumstances and the applicable lawful basis, you may have the right to:
· Be informed about how your personal information is used.
· Access your personal information and request a copy.
· Rectification of inaccurate or incomplete personal information.
· Erasure of personal information where the legal requirements for erasure are met.
· Restriction of processing in certain circumstances.
· Object to processing where the right to object applies, including processing based on legitimate interests.
· Data portability, where the legal requirements are met.
· Withdraw consent at any time where we rely on consent for the relevant processing. This will not affect the lawfulness of processing carried out before consent was withdrawn.
· Lodge a complaint with the ICO if you are concerned about how your personal information has been handled.
These rights are not absolute and may not apply in every situation. For example, we may be permitted or required to retain certain information despite a request for erasure.
To exercise your rights, email info@osarecruitment.co.uk. We may need to verify your identity before responding. We will respond within the timeframe required by applicable law.
If you have a concern about how Osa has handled your personal information, you may contact us in the first instance so that we can consider and respond to it. You are also entitled to complain directly to the Information Commissioner's Office.
You can contact the ICO through ico.org.uk or by telephone on 0303 123 1113.
Personal data breaches
Osa will assess and respond to suspected personal data breaches promptly and take appropriate steps to contain, investigate and mitigate their effects.
Where a personal data breach is likely to result in a risk to individuals' rights and freedoms, Osa will notify the ICO without undue delay and, where feasible, within 72 hours of becoming aware of the breach. Where a breach is likely to result in a high risk to individuals, we will also notify affected individuals without undue delay unless a relevant legal exception applies.
Osa will keep appropriate records of personal data breaches and the actions taken, whether or not notification to the ICO is required.
9. Information security, international transfers and automated decisions
Osa takes appropriate technical and organisational measures to protect personal information against unauthorised access, accidental loss, destruction, alteration or disclosure.
Access to personal information is restricted to individuals who need it for legitimate business purposes. Personal information must be handled securely, shared only where appropriate and protected in accordance with Osa's relevant policies and procedures.
Where appropriate, security measures may include access controls, password protection, multi-factor authentication, anti-malware protection, firewalls and secure communication methods. Any specific security certification or technical control will only be represented as in place where it has been verified.
Where personal information is transferred outside the United Kingdom, Osa will ensure that the transfer meets the requirements of applicable data protection law and that appropriate safeguards are in place where required.
Osa will inform individuals where legally required if their personal information is subject to solely automated decision-making that produces legal or similarly significant effects. Any such processing must comply with applicable legal requirements.
10. Changes to this policy
Osa may update this policy to reflect changes to our recruitment services, business operations, information-handling practices or applicable legal requirements.
The latest version will be made available to individuals when their personal information is collected and when relevant changes need to be communicated.
This policy will be reviewed periodically to ensure that it remains accurate, appropriate and consistent with Osa's data protection responsibilities.
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