Privacy Policy Statement on Recruitment and Employment-Related Data

Hong Kong Housing Society (“HKHS”) respects personal data privacy and is committed to
ensure compliance by job applicants and employees with the highest security and
confidentiality standards. This Privacy Policy Statement is governed by and observes the
requirements of the Personal Data (Privacy) Ordinance in Hong Kong (the "Ordinance"), which
sets out how we may collect, use, disclose and retain any personal information.

1. HKHS collects, uses, and retains personal data relating to its employment applicants,
employees, ex-employees, and/or their dependents for various employment related
purposes (“the said purposes”). Examples of the said purposes include:

Processing of employment applications;

Salary and benefits administration and review;

Consideration for promotion, training, secondment, transfer, career development or
manpower planning;

Conducting employment reference;

Reviewing human resources policies and practices;

Activities in compliance with various Ordinance and legislative requirements;
Administration of individual records during the course of employment or engagement;
and

Other directly related purposes.

2. The personal data collected by HKHS may include, but is not limited to:

Name, contact details, and identification information;

Educational and professional qualifications, work experience, and references;
Salary expectations and employment history;

Medical and health information (where necessary and with consent);

Bank account details (for payroll purposes); and

Any other information necessary for the said purposes.

3. Personal data collected will be used solely for the said purposes or as permitted by law.
Failure to provide the required data may result in HKHS being unable to fulfil the said
purposes.

4. HKHS treats personal data in strict confidence. However, personal data may be
transferred or disclosed, when necessary, to:

Any agent, bank, contractor, consultant, and third-party service provider in Hong Kong
or elsewhere who provide services to HKHS in connection with the operations or
business of HKHS, or owe a duty of confidentiality to HKHS, e.g. external auditors,
medical practitioners, trustees, benefits administrators, brokers, or insurance
companies;

Relevant Government departments/appropriate authorities as required by law, e.g.
Inland Revenue Department or Labour Department;

Other persons, firms, or companies to whom the disclosure is consented to by the
data subject or required by law or court order; and

Line Managers and designated subordinates (upon obtaining Human Resources
Section’s consent) for the administration and management of HR matters, including
determining and reviewing salaries, bonuses, and any insurance or fringe benefits for
employees and their eligible dependents.

HKHS takes all reasonably practicable steps to require all third parties to whom personal
data is disclosed comply with the Ordinance and relevant data protection standards.
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5. HKHS takes all reasonably practicable steps to safeguard personal data against
unauthorised access, disclosure, alternation, or destruction. For example:

e Line Managers must ensure that the designated subordinates handling personal data
are fully aware of their responsibility to safeguard the confidentiality of the
information.

¢ Internal mail containing personal data should be placed in a sealed envelope marked
“Confidential” or “To be opened by addressee only”.

6. HKHS retains personal data only for as long as necessary to fulfil the said purposes or as
required by law. Specific retention periods include:

e Personal data of successful applicants collected during the recruitment process will
become part of their personnel records in the HKHS and will be used for employment
purposes.

e Personal data of unsuccessful applicants collected will be retained for no more than
24 months from recruitment closure. If an applicant has updated the applicant profile,
the retention period will be extended accordingly. During this period, the data may be
used for consideration in relation to any relevant vacancies that arise within HKHS.

e Personal data of terminated staff will be retained for 7 years.

HKHS takes all reasonably practicable steps to ensure that personal data is destroyed
property after the retention period.

7. Under the Ordinance, individuals have the right to access their personal data held by
HKHS and to request for making corrections.

For any inquiries regarding this Privacy Policy Statement, or to submit a request for
accessing or correcting personal data, individuals may send the request in writing to the
Human Resources Section. An administrative fee may be charged for processing any data
access or correction request.

Address: Human Resources Section
Hong Kong Housing Society
8/F, 1063 King’s Road, Quarry Bay, Hong Kong
Re: Personal Data Related Request

8. HKHS reserves the right to amend or update this Privacy Policy Statement from time to
time.
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