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Introduction 

Featurespace cultivates an intelligent, proactive, and professional approach in all 
that we do.  

We challenge each other to find new solutions to problems; our work is constantly 
evolving as our business grows.  

Our products are relied on to provide mission-critical solutions for our customers. As 
our company develops, we need to implement policies that protect our company, our 
customers, and our colleagues.  

Purpose 

We are committed to protecting and respecting your privacy. 

For the purpose of applicable Data Protection legislation, the data controller is 
Featurespace Limited, a company incorporated and registered in England and Wales 
with company number 05640420.  

This Privacy Notice sets out the basis on which Featurespace Limited (‘we’ or ‘us’) 
process any Personal Data relating to our employees. It shall apply equally to any 
workers or self- employed individuals who are directly engaged by Featurespace 
Limited. For ease of reference in this document only, Employees refers to 
employees, workers, and self- employed individuals.  

We are committed to protecting and respecting your privacy during your relationship 
with us and this Privacy Notice outlines the Personal Data and Special Categories of 
Personal Data we collect from you and about you and how it will be used. Any 
changes to the content of this Privacy Notice will be notified to you as soon as 
practicable.  

How we will use Data about you   

We will only use your Data when the law allows us to. Most commonly, we will use 
your Data in the following circumstances:   

• Where we need to perform the contract, we have entered into with you.   
• Where we need to comply with a legal obligation.  
• Where it is necessary for our legitimate interests (or those of a third party) and 

your interests and fundamental rights do not override those interests.   

We may also use your Data in the following situations, which are likely to be rare:   

• Where we need to protect your interests (or someone else's interests). 
• Where it is needed in the public interest or for official purposes. 
• For Health and Safety purposes, being able to identify your whereabouts and 

contact you in an emergency.   
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Data Collection and Processing. 

Our data is collected, and the identified lawful basis of processing, is to allow us to 
perform our contract with you and to enable us to comply with legal obligations. In 
some cases, we may use your Data to pursue legitimate and safety interests of our 
own or those of third parties, provided your interests and fundamental rights do not 
override those interests. The situations in which we will process your personal 
information are listed below:   

 Personal Data  

Type of Personal 
Data 

How is Personal Data 
obtained? 

Purpose of Data 
processing 

Your contact details 
– name, address, 
telephone number 

You provide this as part 
of your application for 
employment 

For registration as a 
candidate/employee and 
to contact you as 
necessary during the 
application stage and 
during your employment 

Bank account details and 
national insurance number 

You provide this either 
before or within the first 
month of your 
employment 

Pay your salary 

The terms and conditions of 
your employment 

This is provided to you 
before your first day of 
employment 

Engage you as an 
employee 

Details of your 
qualifications, skills, 
experience, and 
employment history, 
including start and end 
dates, with previous 
employers and with the 
organisation 

You provide this as part 
of your application for 
employment 

Engage you as an 
employee 

Information about your 
remuneration, including 
entitlement to benefits such 
as pensions or 
insurance cover 

This is provided to you 
either before or within the 
first month of your 
employment 

Pay your salary and other 
statutory and contractual 
benefits 

Information about your 
financial status, including 
student loan status and 
HMRC 
correspondence 

We obtain this as part of 
your on- going 
employment with us 

Deduct the correct tax 
and national insurance 
contributions and 
instruct student loan 
deductions. 



POL-49 Employee Privacy Notice                                                                              Version 5.0 
 
 

 

 
P a g e  | 5 

Information about your 
marital status, next of kin, 
and emergency contacts. 

You provide this either 
before or within the first 
month of your employment 
and update us during your 
on-going employment 

Insurance and other 
benefit schemes, to 
contact someone on your 
behalf in the event of an 
emergency and for 
working time purposes 

Information about your 
nationality and entitlement 
to 
work in UK (excluding 
biometric data) 

You initially provide this 
in advance of 
commencing 
employment and further 
data may be 
obtained during 
employment 

Checking legal entitlement 
to work in UK 

Background check(s) 
(where necessary and 
proportionate for your role) 

We obtain this as part 
of your application for 
employment 

For regulatory 
compliance and to ensure 
suitability for your role 

Details of your schedule 
(days of work and working 
hours) and attendance at 
work 

We obtain this as part of 
your on- going 
employment with us 

Pay you the correct 
salary and other 
statutory and contractual 
benefit amounts 

Details of periods of leave 
taken by you as holiday 

You provide this as part 
of your on- going 
employment with us 

To enable you to take 
periods of leave to which 
you are entitled 

Assessment of your 
performance, including 
appraisals, performance 
reviews and ratings, 
performance improvement 
plans, and related 
correspondence 

We obtain this as part of 
your on- going 
employment with us 

Operate and keep a 
record of your 
performance and related 
processes 

Information about 
disciplinary action taken 
and grievances 
raised by you 

We obtain this as part of 
your on- going 
employment with us 

Operate a fair and 
reasonable working 
environment 
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Except where your information is processed by us to comply with a legal obligation, 
you are under no obligation to provide your Personal Data. However, if you refuse to 
provide your Personal Data, then it may not be possible for the Company to carry out 
the purposes listed in the table above and/or it would significantly slow down the 
relevant purpose. 

Where the processing of your Personal Data is necessary to comply with a legal 
obligation, you are obliged to provide all relevant Personal Data because if you don’t 
provide this, we may be prevented from complying with our legal obligations. 

Special Categories of Personal Data 

Type of Personal 
Data 

How is Personal Data 
obtained? 

Purpose of Data 
processing 

Passport biometric 
data 

We may obtain this prior to 
commencement of 
employment, and further 
data may be obtained 
during employment, as part 
of Right to Work in UK 
documents 

Checking legal entitlement 
to work in UK 

Details of periods of leave 
taken by you, including 
sickness absence, family 
leave and reasons for the 
leave (including doctors 
notes/self- certificates) 

You provide this as part of 
your on-going employment 
with us 

Operate and keep a 
record of absences and 
absence management 
procedures and to assess 
ongoing fitness for work 

Information about medical or 
health conditions, including 
whether or not you have a 
disability for which the 
organisation needs to make 
reasonable adjustments 

You provide this as part of 
your on-going employment 
with us 

To assess ongoing fitness 
for work 
and assess whether any 
reasonable adjustments 
need to be made to your 
work arrangements 

Information about 
pregnancy, including 
pregnancy risk assessment 

You may provide this as 
part of your on- going 
employment with us 

Compliance with health and 
safety law 

 

Change of purpose   

We will only use your Data for the purposes for which we collected it, unless we 
reasonably consider that we need to use it for another reason and that reason is 
compatible with the original purpose. If we need to use your personal information for 
an unrelated purpose, we will notify you and we will explain the legal basis which 
allows us to do so.   
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Please note that we may process your Data without your knowledge or consent, in 
compliance with the above rules, where this is required or permitted by law.   

How long do we keep your Data for?   

We will only retain your Data for as long as necessary to fulfil the purposes we 
collected it for, including for the purposes of satisfying any legal, accounting, or 
reporting requirements and in accordance with any applicable data retention policy. 
In any case, where the Company determines that there is no longer any requirement 
to retain your Data, it shall no longer process that Data.   

Data Transfer and Access 

Your Personal Data may be sent to or may be accessed by the recipients stated in 
POL-104 - Appendix A. 

Your rights in relation to our Processing   

You have certain rights in relation to our processing of your Data. These rights are 
summarised as below and in POL-105.  

The Right to object   

In certain circumstances, you have the right to object to us processing your Data. 
The relevant circumstances where you may invoke this right are where we are 
processing your Data based on our legitimate interests. If you ask us to stop 
processing your Data, we will stop processing your Data unless we can demonstrate 
compelling grounds as to why the processing should continue (which override your 
rights) in accordance with data protection laws or, if the information is required to 
establish, exercise, or defend legal claims.   

Right of access   

You have the right to receive confirmation as to whether your Data is being 
processed by us, as well the following:   

• To be told by the Company whether and for what purpose personal data 
about you is being processed.   

• To be given a description of the personal data concerned and the recipients to 
whom it is or may be disclosed.   

• Where the personal data was not collected directly from you, information 
about the source of the data.   

• To have communicated in an intelligible form the personal data concerned, 
and any information available to the Company as to the source of the data.   

• To be provided with details of applicable or anticipated retention periods.   
• To be informed of your specific rights in relation to the personal data (for 

example, to have inaccuracies corrected, or for data to be deleted in certain 
circumstances, as well as their right to complain to the Information 
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Commissioners Office if they believe that their data is not being processed 
fairly).   

• To be informed in certain circumstances of the logic involved in computerised 
decision making.   

• You also have the right to request copies and access to your Data which we 
are processing.   

Right to rectification   

You have the right to require us to rectify any inaccurate Data we hold about you. 
You also have the right to have incomplete Data we hold about you completed, by 
providing a supplementary statement to us.   

Right to restriction   

In certain circumstances, you have the right to request that we restrict the processing 
of your Data. The relevant circumstances where you may invoke this right are where:   

• the accuracy of the Data is being contested by you. 
• the processing by us of your Data is unlawful, but you do not want the 

relevant Data to be erased. 
• we no longer need to process your Data for the agreed purposes, but you 

want to preserve your Data for the establishment, exercise, or defence of 
legal claims; or 

• we are processing your Personal Data based on our legitimate interest (as set 
out above) and you: 

• object to our processing on this basis; and  
• want processing of the relevant Personal Data to be restricted until it can be 

determined whether our legitimate interest overrides your legitimate interest. 
Where any exercise by you of your right to restriction determines that our 
processing of Data is to be restricted, we will then only process the relevant 
information for storage purposes and for the purpose of establishing, 
exercising or defending legal claims.   

Right to Withdraw Consent for Processing of Special Categories of 
Personal Data   

In certain circumstances, you have the right to withdraw consent to us processing 
your Special Categories of Personal Data. The relevant circumstances where you 
may invoke this right are where our processing of your Special Categories of 
Personal Data is based on your consent. To do this, you should contact our Data 
Protection Officer, dpo@featurespace.co.uk.  If you withdraw your consent, this shall 
not affect the lawfulness of any processing of that data which occurred before the 
date that you withdrew your consent.   
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Right to data portability   

Where either: 

• our processing of your Special Categories of Personal Data is based on your 
consent, or  

• our processing of your Personal Data is based on the grounds that it is 
necessary for the performance of our obligations under your employment 
contract (or any other relevant agreement that you enter with us), 

• and the processing is carried out by automated means you have the right 
request that you receive copies of the relevant Data in structured, standard 
machine-readable format and to request that this information is transmitted 
directly to another controller.   

Right to erasure   

In certain circumstances, you have the right to request us to erase your Data. The 
relevant circumstances where you may invoke this right are:   

• where the processing is no longer necessary in relation to the purposes for 
which your Data were collected or otherwise processed.  

• our processing of your Special Categories of Personal Data is based on your 
consent; you have subsequently withdrawn your consent and there is no other 
legal ground we can use to process your Special Categories of Personal 
Data. 

• you object to the processing as set out in the “right to object” section of this 
Privacy Notice and we have no overriding legitimate interest for our 
processing. 

• the Personal Data or Special Categories of Personal Data have been 
unlawfully processed; and 

• the erasure is required for compliance with a law to which we are subject.   

We shall comply with your request without delay unless an exception to compliance 
applies, for example if the Data is required to establish, exercise, or defend legal 
claims.  

Right to complain to a supervisory authority   

If you believe that your data protection/privacy rights have been breached by the 
Company, you have the right to lodge a complaint with the Information 
Commissioner's Office, the supervisory authority for data protection issues in 
England and Wales. 

Featurespace Data Protection Officer 

Featurespace has established the role of Data Protection Officer (DPO), whose 

duties are to: 
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• Inform and advise the organisation and its employees about their obligations 
to comply with the UK GDPR and other regional data protection laws. 

• To monitor compliance with the UK GDPR and other data protection laws, a 
duty which entails: 

• Be the first point of contact for supervisory authorities and for individuals 
whose data is processed (employees, customers etc.). 

• Report to the board on all UK GDPR-related matters. 

If you have any queries about the UK GDPR, the Featurespace DPO should always 

be your first port of call.   

The Featurespace DPO is the Director of Risk, Louise Smith, and can be contacted 

at the following email address: louise.smith@featurespace.com.Our DPO operates 

independently in how they carry out their tasks.  

Although our DPO may fulfil other tasks and duties, Featurespace ensures that there 

is no conflict of interest between those activities and the formal duties prescribed 

under the UK GDPR.  

Definitions to help you understand this Privacy Notice 

 

Defined Term Meaning 

Data Any Personal Data, and where relevant, any Special Categories of 
Personal Data. 

Personal Data Any information about Employees, who can either be directly identified 
from the data or indirectly identified if that information related to other 
information. 

Processing Any handling of an Employee’s Personal Data including (but not 
limited to) the collection, storage, organising, use and destruction of 
that data. 

Special Categories 
of Personal Data 

Personal Data revealing racial or ethnic origin, political opinions, 
religious or philosophical beliefs, trade-union membership; data 
concerning health or sex life and sexual orientation and genetic data 
or biometric data. 
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