
 

 

Privacy Notice 
 

We are committed to protecting and respecting your privacy. 

This policy sets out the basis on which any personal data we collect from you, or that 

you provide to us, will be processed by us. Please read the following carefully to 

understand our views and practices regarding your personal data and how we will treat 

it. By continuing your application with us and/or by registering your details, you are 

accepting and consenting to the practices described in this policy.  

For the purpose of the Data Protection Act 1998, the data controller is Arriva Rail 

London Ltd. of 1 Admiral Way, Doxford International Business Park, Sunderland, SR3 

3XP. 

Information we may collect about you  

We may collect and process the following data about you - information you give us, 

information we collect about you and information we receive from other sources:  

 You may give us information about you by filling in forms on our site or the site 

of a group company (as defined below), or by corresponding with us by phone, 

e-mail or otherwise. This includes information you provide when you make an 

enquiry regarding a job vacancy, make an application for employment, liaise 

with us regarding any application or offer of employment, when you register to 

use our site, participate in negotiations regarding an offer of employment or any 

other recruitment activity. The information you give us may include your name, 

address, e-mail address and phone number, contact preferences, qualifications, 

educational and employment background, financial information, personal 

description and photograph, and details of the job(s) for which you wish to 

apply.   

 If your application is progressed further, we may undertake pre-employment 

checks in order to verify or obtain extra information, which may include 

background and security checks such as credit reference and criminal record 

checks, academic qualification checks and employer references.  

 We are also working closely with third parties (including, for example, 

recruitment agencies, head hunters, business partners, sub-contractors, search 

information providers, credit reference agencies, and organisations specialising 

in psychometric testing) and may receive information about you from them. 

 

 



 

 

Uses made of the information  

We use information held about you in the following ways: 

 To communicate with you, to manage our recruitment and hiring process, to 
determine your initial and ongoing suitability for employment, and to determine 
terms of employment or engagement;  

 To ensure compliance with corporate governance, legal and regulatory 
requirements; 

 To carry out our obligations arising from any contracts entered into between you 
and us; 

 To notify you about changes to our service; 

The information may also be included in management data used to monitor recruitment 
initiatives and equal opportunities policies. 

Disclosure of your information  

We may share your personal information with any member of our group, which means 

our subsidiaries, our ultimate holding company and its subsidiaries, as defined in 

section 1159 of the UK Companies Act 2006. 

We may share your information with selected third parties including: 

 Business partners, suppliers and contractor organisations supplying services 

which require the use of your data for the purposes described in this privacy 

statement or for the performance of any contract we enter into with them or you, 

for example recruitment agencies and head hunters;  

 Credit reference agencies for the purpose of assessing your credit score where 

this is a condition of us entering into a contract with you; 

 Organisations specialising in the assessment of candidates, including 

psychometric, verbal and numerical reasoning testing;   

 In the event that we sell or buy any business or assets, in which case we may 

disclose your personal data to the prospective seller or buyer of such business 

or assets; 

 If we are under a duty to disclose or share your personal data in order to 

comply with any legal obligation, or in order to enforce or apply other 

agreements; or to protect the rights, property, or safety of our Company or a 

group company, our customers, or others.  

Retention  

We will retain your data during the recruitment and selection process. We will only 

retain your data afterwards if there is a legal obligation to do so (for example, equal 

opportunity requirements or for the purposes of administering the employment 

relationship). We may also retain your data if there is a ‘business need’, for example, 

retaining your CV on file if a suitable vacancy arises. Such data will be retained for a 



 

 

maximum period of one year from the date of the application. Should you wish to 

request a change to this normal practice, please contact the Human Resources 

Department at Overground House, 125 Finchley Road, Swiss Cottage, NW3 6HY.  

 

Your rights 

The Act gives you the right to access information held about you. Your right of access 

can be exercised in accordance with the Act. Any access request may be subject to a 

fee of £10 to meet our costs in providing you with details of the information we hold 

about you. 
 


