Let’s Talk Recruitment
Privacy Policy Statement

Let’s Talk Recruitment (LTR) understands and is committed to the importance of the National
Privacy Principals (Privacy Act 1988) ensuring the privacy of all personal information. The following
Company Privacy Policy Statement explains how we manage your personal information in
accordance with the Privacy Act (1988).

Our Primary Business Function

LTR is a boutique Aged Care Recruitment business. The collection, management and use of
personal information is crucial to the successful running of our business and delivery of service to
our clients and candidates alike.
Your privacy is important to us and we respect the confidentiality of your personal information.
The aim of our web site is to provide you with information on our company and services and on
selective career opportunities that we represent. It also provides a means for you to communicate
with us. We use the following guidelines to protect any information you provide to us through this
site:
e Any personal information provided by you is used solely for the purpose of assessing your
suitability for career opportunities with our clients
e We do not pass any personal information to other people or organisations without your
express permission
e We protect your privacy by restricting access to your personal information to only those
staff who need it
¢ We do not sell or give to other people or organisation any list containing your personal
information
e You have the ability to update or modify any personal information you have provided at
any time
e If you are not appointed to the role that first introduces us, we will retain your details for
future suitable vacancies. Of course, you may request that we do not retain your
application details or consider them for any future vacant positions

Collection of Information

At various stages during the recruitment process we will need to collect personal information from
you in order to assess your suitability for job opportunities with our clients. This may include
personal information provided in your application (including resume, covering letter and
gualifications) and details given during the interview process whether it is by telephone, face to
face, or by video conference. With your permission, personal information may also be collected
through reference checks from previous employers. For some positions, you may be asked to
complete a psychometric assessment, or other assessment tool.

There may be occasions when we obtain personal information about you from a third party; for
example, from your nominated referees; when receiving the results of a psychological or
competency test; or obtaining performance feedback about your work.
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If we don't have your prior consent, we will take reasonable steps to inform you that we have
collected this personal information.

Use & Disclosure

Personal information is collected during the recruitment process for the purpose of assessing your
suitability for job opportunities we represent. This obviously will include the provision of
information to clients for the purpose of assessing your application.

If you are not appointed to the role that first introduces us, we will retain your details for future
suitable vacancies. Of course, you may request that we do not retain your application details or
consider them for any future recruitment vacancy.

If we engage third party contractors to perform services for us which involves handling personal
information we take reasonable steps to prohibit the contractor from using personal information
except for the purposes for which it was supplied.

Access to your information

You are entitled to access personal information we hold about you and to amend that
information if it is incorrect, by written request. We will provide you with access to your personal
information upon request.

We may refuse to amend, delete, or change your personal information and we will provide you
with a reason for our decision. We will, however, make note of what information you dispute and
your requested changes.

There are some exceptions where information will not be made available. This may include
information provided by your referees - unless we have their consent to make information
available to you. We will always gain your permission before contacting any referee. Other
exceptions include evaluative information relating to the methodology used to make a
recruitment decision, including interview guide skill matrices, reports or feedback from
psychometric assessments and other assessment tools. In these cases, general comments on the
reasoning behind the decision will be provided instead.

Security of Applications

Any personal information provided to us is stored securely and is only able to be accessed by those
parties involved in the recruitment process.

Your personal information may be stored in hardcopy or electronically. We have security
procedures in place to protect your personal information. Any unwanted hardcopy (printed)
personal information is disposed of securely. LTR does not accept responsibility for the security of
information while it is being transmitted to us over the Internet.
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