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Data Controller Name:	Department for the Economy
Address: 	Careers Service, Adelaide House, Adelaide Street, Belfast, BT2 8FD
Telephone:			0300 200 7820
Email:			csni@economy-ni.gov.uk 

Why are you processing my personal information? 
Under the Employment (Northern Ireland) Act 2016, the Department has a public function to provide careers guidance that is impartial and delivered in the best interests of the individual receiving it. The Department’s focus is on helping individuals of all ages to develop the skills and knowledge they need to make informed career decisions and manage their own career plans effectively.

What is the lawful basis for processing my data?
The Department’s Careers Service uses a range of communication channels and digital tools to support young people and adult clients in navigating their learning and career pathways. We process your personal data under Article 6(1)(e) of the UK GDPR because providing careers guidance is part of the Department’s public task.

Any information provided which is defined within the UK GDPR as special category data will be processed in accordance with Article 9(2)(g) of UK GDPR and Schedule 1, Part 2, Paragraph 6 of the Data Protection Act 2018. Any processing of criminal offence data is carried out in line with Article 10 of the UK GDPR and Schedule 1, Part 2, Paragraph 6 of the Data Protection Act 2018. 

Special category and criminal offence data are only processed where necessary to provide appropriate and tailored support. Where we process special category or criminal offence data under the Data Protection Act 2018, the Department has an Appropriate Policy Document in place which sets out how this data is handled and protected.
 
What categories of personal data are you processing? 
To help the Department provide careers information, advice and guidance that meets your needs, we collect personal data from you, including:

· Contact details: including name, address, telephone number and email address
· Date of Birth
· Information about your skills, talents, qualifications, interests, work and life experience.
 
You may also choose to provide special category data, such as medical or educational information. This may include details relating to special educational needs, disability, in‑care status, ethnic origin, or criminal convictions. You are under no obligation to provide this information.

We also collect feedback on our service delivery to help us evaluate and improve our services. This includes the processing of survey responses. Any feedback you provide will be handled securely. 
 
In addition, we process information for equality monitoring purposes under Section 75 of the Northern Ireland Act 1998. Equality monitoring information is gathered for statutory monitoring purposes only. This information is collected anonymously, is not linked to individual client records, and is not used in the delivery of careers information, advice or guidance.

Personal data collected for service delivery is used to provide careers information, advice and guidance. Where we collect feedback, we use it to evaluate and improve our services.

Where do you get my personal data from?
Your personal data is provided by you when you contact the Department’s Careers Service, use the online careers service on the NI Direct website, or engage with the ‘how i work’ platform.

We may also receive your personal data where you have been referred to us by another organisation.

The Education Authority and post‑primary schools also share relevant information with us about young people aged 14–19, where necessary for the provision of careers services.

Do you share my personal data with anyone else? 
We will only share your personal data with organisations that can help support your career plans and those bodies responsible for ensuring that we meet our statutory requirements and standards. Where possible, we will inform you before information is shared.

Where necessary and relevant to support you, and on a case-by-case basis, we may share your personal data with the following organisations:
 
· Training Organisations
· Further/Higher Education establishments
· Professionals such as Education Welfare Officers 
· Schools’ Careers Teachers and/or Special Educational Needs Coordinators (SENCOs)
· Department of Finance (DoF) – Enterprise Shared Services
· Department for Communities (DfC)
· Youth Justice Agency
· Delivery partners contracted by the Department to process data on its behalf (e.g. Version 1 for the Client Information Management System and Damgeo Ltd for the ‘how i work’ platform)

If the Department has a reasonable belief that you may be at risk of harm from others, or that you may pose a risk to yourself or to others, we must refer the matter to an appropriate agency (for example, Social Services or PSNI). We will inform you that a referral has been made unless doing so would prejudice the purpose of the disclosure.

In all such cases, the Department will ensure that there is a lawful basis for sharing the information and will document its decision‑making.

Do you transfer my personal data to other countries? 
Your data will be located on cloud-hosted services with servers within the UK and the European Economic Area (EEA). Any processing of your personal data, beyond storage, will only occur within the UK and in accordance with data protection law.

How long do you keep my personal data? 
We, and any contracted data processors, will ensure that your personal data is only retained for as long as necessary, in line with the Department’s Retention and Disposal Schedule. The following is currently reflected in the Department’s Retention and Disposal Schedule:

Client Records and Applications for Careers Guidance
Personal data relating to Client Records and Applications for Careers Guidance is held on the Department’s Client Information Management System. Client records are normally retained for 5 years from the date of the last recorded contact, after which they are disposed of. In certain circumstances, such as where a client has a statement of educational need, records are retained for a longer period and disposed of 16 years after the date of last contact. Personal data collected through Young Person or Adult Applications for Careers Guidance is managed in line with these retention and disposal arrangements.

Careers Webchat
Webchat transcripts are deleted 3 months after the date of initial contact. 

Ask Careers (Online Query Service)
Information submitted via the ‘Ask Careers’ online service is deleted 5 years after the date of initial query.

Do you use my personal data to make an automated decision about me or for profiling?
The Careers Service does not normally use automated decision making or profiling in its day‑to‑day processing of personal data. The ‘how i work’ platform uses adaptive content, including generative AI, to tailor learning activities and provide support recommendations that reflect user preferences and interactions. This is solely to enhance the user experience and is not used for automated decision‑making or profiling. A separate privacy notice applies to the how i work tool and explains this processing in more detail.

What rights do I have?
You have the following rights in relation to how the Department uses your personal data:
· You have the right to obtain confirmation that your personal data is being processed, and access to your personal data
· You are entitled to have personal data rectified if it is inaccurate or incomplete
· You have the right to ‘block’ or suppress processing of your personal data, in specific circumstances
· You have the right to object to the processing, in specific circumstances
If you wish to exercise these rights, please email DPO@economy-ni.gov.uk

How do I complain if I am not happy?
If you are unhappy with any aspect of this privacy notice, or how your personal information is being processed, please contact the Department’s Data Protection Officer at DPO@economy-ni.gov.uk 

If you are still not happy, you have the right to lodge a complaint with the Information Commissioner’s Office (ICO). Contact details of the ICO are available at https://ico.org.uk/global/contact-us/ 
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