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TalentSphere Staffing Solutions Inc. (“TalentSphere”) is committed to safeguarding the personal information entrusted to us 
by our employees, employers/clients, job seekers and suppliers. We manage your personal information in accordance with 
Personal Information Protection Act and other applicable laws. This policy outlines the principles and practices we follow in 
protecting your personal information. 

This policy applies to TalentSphere and to any person providing services on our behalf. A copy of this policy is provided on 
request. 

What in pernonal informatonn 
Personal information means information about an identifiable individual. This includes an individual’s name, home address 
and phone number, age, sex, marital or family status, an identifying number, financial information, educational history, etc. 

What pernonal informaton  o  e nollentn 
We collect only the personal informaton that  e neee for the pprposes of prooieinn seroices to opr clients and candidates. 
This may include: 

• Contact details, your resume, a eescripton of the type of  orr yop are loorinn forr and career preferences. 
• Our interview and screening notes.
• Informaton ootainee thropnh reference ane oacrnropne checrss 
• Eepcaton recores ane accreeitaton recoress 
• Reference leterss
• Srill testnn respltss 

Ho   e une your pernonal informaton: 
TalentSphere uses your personal informaton too 

• Uneerstane yopr qpalificatonsr neees ane preferencess 
• Fine the oest joo opportpnites for yop that  ill nioe yop the joo satsfacton yop are loorinn fors 
• Fplfil opr clients' reqpests for informaton aoopt joo caneieatess 
• Provide you with appropriate traininn or career transiton seroicess 
• Assess ane eeoelop opr opsiness ane operatons to oeter seroice joo seerers ane opr clientss 
• Prooiee payroll ane other HR fpnctons to yopr for temporary staann arrannementss 

For temporary an  interim job neekern:  What in pernonal employee informatonn 
Personal employee informaton is personal informaton aoopt an employee which is collected, used or disclosed solely for the 
purposes of estaolishinnr mananinn or terminatng an employment relatonship. Personal employee informaton mayr in some
circumstances, include a Social Insurance Number, a performance review, etc. 

We can collect, use and disclose yopr personal employee informaton  ithopt yopr consent only for the pprposes of 
establishing, managing or ending the employment relatonships We  ill prooiee cprrent employees  ith prior notce aoopt 
 hat informaton  e collect, use or disclose and our purpose for doing so. 

What pernonal employee informaton  o  e nollentt une an   innlonen 
We collectr pse ane eisclose personal employee informaton to meet the follo inn pprposeso 

• Determining eligibility for employmentr inclpeinn oerifyinn qpalificatons ane references 
• Establishing training and development requirements
• Assessing performance and managing performance issues if they arise
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• Aeministerinn pay ane oenefits (paie employees only)
• Processing employee work-relatee claims (esns oenefitsr  orrers’ compensatonr insprance claims) (paie employees 

only)
• Complyinn  ith reqpirements of fpneinn ooeies (esns lotery nrants)
• Complying with applicable laws (e.g. Canada Income Tax Act, Ontario Employment Standards Act)

We only collectr pse ane eisclose the amopnt ane type of personal employee informaton that is reasonaole to meet the aoooe 
pprposess The follo inn is a list of personal employee informaton that  e may collectr pse ane eisclose to meet those 
purposes. 

• Contact informaton spch as yopr namer home aeeressr telephone npmoer
• Criminal background checks
• Employment or oolpnteer informaton spch as yopr respme (inclpeinn eepcatonal oacrnropner  orr history ane 

references)r reference informaton ane interoie  notesr leters of ooer ane acceptance of employmentr policy 
acknowledgement forms, background verificaton informatonr  orrplace performance eoalpatonsr emernency 
contacts, etc.

• Benefit informaton spch as forms relatnn to applicatons or channes to health ane insprance oenefits inclpeinn 
medical and dental care, life insurance, short and long term disability, etc. (paid employees only)

• Financial informatonr spch as pay cheque eeposit informaton ane taa-relatee informatonr inclpeinn Social Insurance 
Numbers (paid employees only)

• Other personal informaton required for the purposes of our employment relatonship

We will inform our employees of any new purpose for which we will collect, use, or disclose personal employee informatonr or 
 e  ill ootain yopr consentr oefore or at the tme the informaton is collectees

Connent 
We normally collect personal informaton eirectly from opr clients and job seekers. We may collect your informaton from 
other persons with your consent or as authorized by law. 

We inform you oefore or at the tme of collectnn personal informatonr of the pprposes for  hich  e are collectnn the
informatons 

We ask for consent to collect, use or disclose client personal informatonr eacept in specific circpmstances  here collectonr
use or disclosure without consent is authorized or required by law. We may assume your consent in cases where you volunteer 
informaton for an oooiops pprposes

We asspme yopr consent to contnpe to pse aner  here applicaoler eisclose personal informaton that  e haoe alreaey
collecteer for the pprpose for  hich the informaton  as collectees 

We ask for your express consent for some purposes and may not be able to provide certain services if you are unwilling to 
prooiee consent to the collectonr pse or eisclospre of certain personal informatons Where eapress consent is neeeeer  e  ill 
normally ask clients to provide their consent orally (in person, by telephone)r or in  ritnn (oy sinninn a consent form). 

A client may  ithera  consent to the pse ane eisclospre of personal informaton at any tmer pnless the personal informaton 
is necessary for us to fplfil opr lenal oolinatonss We  ill respect yopr eecisionr opt  e may not oe aole to prooiee yop  ith 
certain proepcts ane seroices if  e eo not haoe the necessary personal informatons 

What informaton  o  e provi e for employment referennenn 
In some casesr afer yopr employment relatonship  ith ps enesr  e  ill oe contactee oy other ornanizatons ane asree to
prooiee a reference for yops  It is opr policy not to eisclose personal informaton aoopt opr employees ane oolpnteers to other 
ornanizatons  ho reqpest references without consent. The personal informaton  e normally provide in a reference includes: 
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• Confirmaton that an ineioiepal  as an employee or oolpnteerr inclpeinn the positonr ane eate ranne of the 
employment

• General informaton aoopt an ineioiepal’s joo eptes ane informaton aoopt the employee’s ability to perform job 
eptes ane spccess in the employment relatonship

Ho   o  e nafeguar  pernonal informatonn  
We mare eoery reasonaole eoort to enspre that personal informaton is accprate ane completes We rely on individuals to 
notfy ps if there is a channe to their personal informaton that may aoect their relatonship  ith opr ornanizatons If yop are 
a are of an error in opr informaton aoopt yopr please let ps rno  ane  e  ill correct it on reqpest  hereoer possiole. In 
some cases we may ask for a  riten reqpest for correctons

We protect personal informaton in a manner appropriate for the sensitoity of the informatons We mare eoery reasonaole 
eoort to preoent any lossr mispser eisclospre or moeificaton of personal informatonr as  ell as any pnapthorizee access to 
personal informatons 

We retain personal informaton only as lonn as is reasonaole to fplfil the pprposes for  hich the informaton  as collectee or 
for legal or business purposes. 

Annenn to renor n nontaining pernonal informaton 
Individuals have a right to access their own personal informaton in a recore that is in the cpstoey or pneer the control of 
TalentSphere Staann Solptons Incs, spoject to some eaceptonss For eaampler ornanizatons are reqpiree pneer the Personal 
Informatonn rootetonnneo to refpse to prooiee access to informaton that  opld reveal personal informaton aoopt another 
individual.  

If  e refpse a reqpest in  hole or in partr  e  ill prooiee the reasons for the refpsals In some cases  here eaceptons to access 
applyr  e may  ithhole that informaton ane prooiee yop  ith the remainder of the record. 

Yop may mare a reqpest for access to yopr personal informaton oy  ritnn to Privany Offinert privany@talentnpherecnat or 
mail: 19-13085 Yonge Streett Suite 302t Rinhmon  Hillt ONt L4E 0K2s Yop mpst prooiee spacient informaton in yopr request 
to allo  ps to ieentfy the informaton yop are seerinns

Yop may also reqpest informaton aoopt opr pse of yopr personal informaton ane any eisclospre of that informaton to 
persons optsiee opr ornanizatons In aeeitonr yop may reqpest a correcton of an error or omission in yopr personal 
informatons 

We will respond to your request within 45 calendar days, unless an extension is granted. We may charge a reasonable fee to 
prooiee informatonr opt not to mare a correctons We eo not charne fees when the request is for personal employee 
informatons We  ill aeoise yop of any fees that may apply oefore oeninninn to process yopr reqpests

Quentonn an  nomplaintn 
If yop haoe a qpeston or concern aoopt any collectonr pse or eisclospre of personal informaton oy TalentSphere Staann 
Solptons Incsr or aoopt a reqpest for access to yopr o n personal informatonr please contact Privany Offinert 
privany@talentnpherecnat or mail: 19-13085 Yonge Streett Suite 302t Rinhmon  Hillt ONt L4E 0K2. 
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