City of Charleston
Job Application Retention Policy

Data Privacy and Security
We are committed to protecting the privacy and confidentiality of all job applicants’ personal data . This policy outlines how we collect, store, and retain  applications and the personal information contained within them during the hiring process. This policy may be updated from time to time to reflect changing privacy laws or internal data practices. 

Retention Period
Job applications submitted to the City of Charleston are retained following the closing of the relevant job posting or the conclusion of the hiring process, whichever comes first as follows:
· Successful Applicants – if you are hired by the City of Charleston, your data will be retained as part of your employee record and subject to our employee data retention policy as well as applicable laws
· Unsuccessful Applicants –we will retain your data for two years in compliance with legal and regulatory requirements. 

Data Storage and Access
Submitted applications are stored securely on our internal database and access to the applications will be limited to authorized personnel involved in the recruitment process. Candidates who receive a contingent offer of employment  will be required to complete an authorization form granting the City permission to share data from their application with a third-party vendor   to conduct  background and/or reference checks.  
Additionally, information on finalists for roles within the City of Charleston may be subject to disclosure pursuant to the Freedom of Information Act (FOIA).  

Purposes of Retention
We retain applications for the following purposes:
· To evaluate candidates for current and future opportunities
· To comply with legal and regulatory requirements
· To address any questions or inquiries regarding applications
· To facilitate communications with candidates regarding the status of their application
· To improve our recruitment process

Data Deletion
After the retention period, we will securely delete or permanently anonymize your job application and any associated personal information. Deletion practices are determined by legal and regulatory requirements. 

Candidate’s Rights
As a job applicant, you have the following rights regarding your job application:
· Right to Access: You have the right to request access to the personal information contained in your job application. 
· Right to Erasure: You can request that your job application be erased subject to legal or contractual obligations that may require us to retain certain information for a set period of time.
· Right to Rectification: You can request that inaccuracies or errors be corrected in your job application.

Contact Us
If you have any questions or concerns regarding our job application retention policy or if you would like to exercise any of your rights outlined in this policy, please contact at hr@charleston-sc.gov or 843-724-7388.


