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Hand to Mouth 

General Privacy Notice 
Employer Name: Hand to Mouth 

Address: Huddersfield Mission, 3-13 Lord Street, Huddersfield, HD1 1QA 

Contact details: 01484 315 600, office@handtomouth.org.uk 

Date: 1st September 2025 

Hand to Mouth is aware of its obligations under the General Data Protection Regulation (GDPR) 

and is committed to processing your data securely and transparently. This privacy notice sets out, 

in line with GDPR, the types of data that we hold on you as an employee of the Company. It also 

sets out how we use that information, how long we keep it for and other relevant information about 

your data. 

Data protection principles 

In relation to your personal data, we will: 

• process it fairly, lawfully and in a clear, transparent way 

• collect your data only for reasons that we find proper for the course of your employment in 

ways that have been explained to you 

• only use it in the way that we have told you about 

• ensure it is correct and up to date 

• keep your data for only as long as we need it  

• process it in a way that ensures it will not be used for anything that you are not aware of or 

have consented to (as appropriate), lost or destroyed.  

We may currently collect and process the following information: 

Name 

Address 

Date of birth 

Email address 

Phone numbers  

Gender  

Medical or health information including whether or not you have a disability  

mailto:office@handtomouth.org.uk


 

Enabling children and school communities to explore Christianity and reflect on their own spiritual journey 

                                                           

General Privacy Notice 13 October 2025 Charity No: 1159877 

Information used for equal opportunities monitoring about your sexual orientation, religion or belief 

and ethnic origin  

DBS Number and information related to your suitability to work with children. 

How we collect your data 

We collect data about you in a variety of ways and this will usually start when we undertake a 

recruitment exercise where we will collect the data from you directly. This includes the information 

you would normally include in a CV or a recruitment cover letter, or notes made by our recruiting 

officers during a recruitment interview. Further information will be collected directly from you when 

you complete forms at the start of your employment/engagement, for example, your bank and 

next of kin details. Other details may be collected directly from you in the form of official 

documentation such as your driving licence, passport or other right to work evidence.  

In some cases, we will collect data about you from third parties, such as employment agencies, 

former employers when gathering references or credit reference agencies. 

Personal data is kept in personnel files or within our HR and IT systems. 

Why we process your data 

The law on data protection allows us to process your data for certain reasons only: 

• in order to perform the employment contract that we are party to 

• in order to carry out legally required duties 

• in order for us to carry out our legitimate interests 

• to protect your interests and  

• where something is done in the public interest 

• where we have obtained your consent. 

All of the processing carried out by us falls into one of the permitted reasons. Generally, we will rely 

on the first three reasons set out above to process your data. For example, we need to collect 

your personal data in order to: 

• carry out the contract that we have entered into with you and  

• ensure you are paid. 

We also need to collect your data to ensure we are complying with legal requirements such as: 

• ensuring tax and National Insurance is paid 

• carrying out checks in relation to your right to work in the UK and 

• making reasonable adjustments for disabled individuals. 

We also collect data so that we can carry out activities which are in the legitimate interests of 

Hand to Mouth. We have set these out below: 

• making decisions about who to offer initial employment/engagement to, and subsequent 

internal appointments, promotions etc 

• making decisions about salary and other benefits 

• providing contractual benefits to you 
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• maintaining comprehensive up to date personnel records about you to ensure, amongst 

other things, effective correspondence can be achieved and appropriate contact points 

in the event of an emergency are maintained 

• if you are an employee, effectively monitoring both your conduct and your performance 

and to undertake procedures with regard to both of these if the need arises 

• if you are an employee, offering a method of recourse for you against decisions made 

about you via a grievance procedure 

• assessing training needs 

• implementing an effective sickness absence management system including monitoring the 

amount of leave and subsequent actions to be taken including the making of reasonable 

adjustments  

• gaining expert medical opinion when making decisions about your fitness for work  

• managing statutory leave and pay systems such as maternity leave and pay etc 

• business planning and restructuring exercises 

• dealing with legal claims made against us 

• preventing fraud 

• ensuring our administrative and IT systems are secure and robust against unauthorised 

access. 

Special categories of data 

Special categories of data are data relating to your:  

• health 

• sex life 

• sexual orientation 

• race 

• ethnic origin 

• political opinion 

• religion 

• trade union membership  

• genetic and biometric data. 

We must process special categories of data in accordance with more stringent guidelines. Most 

commonly, we will process special categories of data when the following applies: 

• you have given explicit consent to the processing  

• we must process the data in order to carry out our legal obligations  

• we must process data for reasons of substantial public interest 

• you have already made the data public.  

We will use your special category data: 

• in our sickness absence management procedures 

• to determine reasonable adjustments 

We do not need your consent if we use special categories of personal data in order to carry out 

our legal obligations or exercise specific rights under employment law. However, we may ask for 

your consent to allow us to process certain particularly sensitive data. If this occurs, you will be 

made fully aware of the reasons for the processing. As with all cases of seeking consent from you, 

you will have full control over your decision to give or withhold consent and there will be no 
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consequences where consent is withheld. Consent, once given, may be withdrawn at any time. 

There will be no consequences where consent is withdrawn. 

Criminal conviction data 

We will only collect criminal conviction data where it is appropriate given the nature of your role 

and where the law permits us. This data will usually be collected at the recruitment stage, 

however, may also be collected during your employment. We rely on the lawful basis of 

complying with the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 to process this 

data. 

Sharing your data 

Your data will be shared with colleagues within the organisation and third parties where it is 

necessary for them to undertake their duties. This includes, for example, your line manager for their 

management of you, maintaining personnel records and the payroll provider for administering 

payment under your contract. 

Your rights in relation to your data 

The law on data protection gives you certain rights in relation to the data we hold on you. These 

are: 

• the right to be informed. This means that we must tell you how we use your data, and this is 

the purpose of this privacy notice 

• the right of access. You have the right to access the data that we hold on you. To do so, 

you should make a subject access request to office@handtomouth.org.uk  

• the right for any inaccuracies to be corrected. If any data that we hold about you is 

incomplete or inaccurate, you are able to require us to correct it  

• the right to have information deleted. If you would like us to stop processing your data, you 

have the right to ask us to delete it from our systems where you believe there is no reason 

for us to continue processing it 

• the right to restrict the processing of the data. For example, if you believe the data we hold 

is incorrect, we will stop processing the data (whilst still holding it) until we have ensured 

that the data is correct  

• the right to portability. You may transfer the data that we hold on you for your own 

purposes 

• the right to object to the inclusion of any information. You have the right to object to the 

way we use your data where we are using it for our legitimate interests 

• the right to regulate any automated decision-making and profiling of personal data. You 

have a right not to be subject to automated decision making in way that adversely affects 

your legal rights.  

Where you have provided consent to our use of your data, you also have the unrestricted right to 

withdraw that consent at any time. Withdrawing your consent means that we will stop processing 

the data that you had previously given us consent to use. There will be no consequences for 

withdrawing your consent. However, in some cases, we may continue to use the data where so 

permitted by having a legitimate reason for doing so. 
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If you wish to exercise any of the rights explained above, please contact 

office@handtomouth.org.uk. 

You are not required to pay any charge for exercising your rights. If you make a request, we have 

one month to respond to you. 

How to complain 

If you have any concerns about our use of your personal information, you can make a complaint 

to us at office@handtomouth.org.uk 

You can also complain to the ICO if you are unhappy with how we have used your data. 

The ICO’s address:             

Information Commissioner’s Office 

Wycliffe House 

Water Lane 

Wilmslow 

Cheshire 

SK9 5AF 

Helpline number: 0303 123 1113 

ICO website: https://www.ico.org.uk  
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