Old Earth Primary School

Privacy notice for Job Applicants

Under UK data protection law, individuals have a right to be informed about how the school
uses any personal data that we hold about them. We comply with this right by providing
‘privacy notices’ (sometimes called ‘fair processing notices’) to individuals where we are
processingtheir personal data.

This privacy notice explains how we collect, store and use personal data aboutindividuals
applyingforjobs at our school. Successful candidates shouldreferto our privacy notice for
the school workforce for information about how their personal datais collected, stored and
used.

We, Old Earth Primary School, Lower Edge Rd, Elland HX5 9PL, are the ‘data controller’ for
the purposes of data protection law.

Our data protection officer is Janine Webb (see ‘Contact us’ below).

The personal data we hold

We process datarelatingto those we employ, or otherwise engage, to work at our school.
Personal data that we may collect, use, store and share (when appropriate) about you
includes, butis not restricted to:

e Name, address and contact details
e Date of birth, marital statusand gender

e Recruitmentinformation, including copies of right to work documentation, references
and otherinformationincludedina CV or cover letter or as part of the application
process

e Qualifications and employment records, including work history, job titles, working
hours, trainingrecords and professional memberships

e Data aboutyouruse of the school’sinformation and communications system
We may also collect, store and use informationabout you that fallsinto "special categories"
of more sensitive personal data. This includes information about (where applicable):

e Race, ethnicity, religious beliefs, sexual orientationand political opinions

e Disabilityand access requirements

e Health, includingany medical conditions, and sickness records



Why we use this data
The purpose of processing this datais to help us run the school, including:

e Enablingusto establish relevantexperience and qualifications

e Facilitatingsafe recruitment, as part of our safeguardingobligationstowards pupils

e Enablingequalities monitoring

e Ensuringthatappropriate access arrangements can be provided for those that require
them

Our lawful basis for using this data

We only collect and use personal information about you when the law allows us to. Most
commonly, we use it where we need to:

e Complywith a legal obligation
e Carryoutataskinthe publicinterest

Less commonly, we may also use personal information aboutyou where:
e Youhave given us consentto use it in a certain way
e We need to protect yourvital interests (or someone else’s interests)
e We have legitimateinterestsin processingthe data

Where you have provided us with consent to use your data, you may withdraw this consent
at any time. We will make this clear when requestingyour consent, and explain how you go
about withdrawing consent if you wish to do so.

Some of the reasons listed above for collectingand using personal information aboutyou
overlap, and there may be several grounds which justify the school’s use of your data.

Where we process special category data we will identify both a lawful basis and a separate
condition for processingunder UK GDPR Article 9.

Collecting this information

While the majority ofinformation we collect from you is mandatory, thereis some
information that you can choose whether or not to provide to us.

Whenever we seek to collect information from you, we make it clear whether you must
provide thisinformation (and if so, what the possible consequences are of not complying),
or whetheryou have a choice.

How we store this data

We create and maintain a file for each job applicant. The information contained in thisfile is
kept secure andis only used for purposes directly relevant to your applicationto work for
the school.



Once the application process has ended, the school will retain this file and for unsuccessful
candidates delete the information six months after the date of employment of the
successful candidate. The successful candidate’srecords will form the basis of their
employment record.

Personalinformationthatis nolonger needed, or has become inaccurate or out of date, is
disposed of securely. For example, the school will shred or incinerate paper based records
and override electronicfiles. The school may also use an outside companyto safely dispose
of records.

Data sharing

We do not shareinformation aboutyou with any third party without your consent unless
the law and our policies allow us to do so.

Where itis legally required, or necessary (and it complies with data protection law) we may
share personal information aboutyou with:

e Ourlocalauthority—to meet our legal obligations to share certain information with it,
such as shortlists of candidates for a headteacher position

e Suppliersand service providers —to enable themto provide the service we have
contracted them for, such as HR and recruitment support

e Professional advisers and consultants

Transferring data internationally

Where we transfer personal data to a country or territory outside the European Economic
Area, we will do so in accordance with data protection law.

Requesting access to your personal data

Under data protection legislation, you have the right to request access to information about
you that we hold. To make a request for your personal information, contact the DPO or the
school.

You also have the right to:

e toaskusforaccess to information about you that we hold

e to haveyour personal data rectified, ifit is inaccurate or incomplete

e torequestthedeletion orremoval of personal data where thereis no compelling
reason for its continued processing

e torestrictour processingof your personal data (i.e. permittingits storage but no
further processing)

e toobjectto direct marketing(including profiling) and processingfor the purposes of
scientific/historical research and statistics



e notto be subjectto decisions based purely on automated processing where it
produces a legal or similarly significant effect on you

If you have a concern or complaint about the way we are collecting or using your personal
data, you should raise your concern with us in the first instance or directly to the
Information Commissioner’s Office at https://ico.org.uk/concerns/

For furtherinformation on howto request access to personal information held centrally by
DfE, please see the ‘How Government uses your data’ section of this notice.

Withdrawal of consent

Where we are processing your personal data with your consent, you have the right to
withdraw that consent. If you change your mind, or you are unhappy with our use of your
personal data, please let us know by contactingthe school office.

Complaints
We take any complaints aboutour collection and use of personal information very seriously.

If you think that our collection or use of personal information is unfair, misleading or
inappropriate, or have any other concern about our data processing, please raise this with
us inthe first instance.

To make a complaint, please contact our data protection officer.
Alternatively, you can make a complaint to the Information Commissioner’s Office:
e Reporta concern online at https://ico.org.uk/concerns/

e Call0303 123 1113

e Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane,
Wilmslow, Cheshire, SK9 5AF

Contact us

If you have any questions, concerns or would like more information aboutanything
mentioned in this privacy notice, please contact our data protection officer:

e Janine Webb, Director of Business, Operations and Compliance, Together Learning Trust, c/o
The Brooksbank School, Victoria Road, Elland, HX5 0QG (01422 483355)
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