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Staff Applicant Privacy Notice

Who does this notice apply to:
All members of the publicwho are applying forany recruitment vacancies as advertised by Heart of
Worcestershire College.

Revision Date: September 2021
Whois the Data controller?

Heart of Worcestershire College

Address: Peakman Campus, Peakman Street, Redditch, Worcestershire B98 8DW
Web: www.howcollege.ac.uk

Email: dataprotection@howcollege.ac.uk

Why do we collect personal information?

As part of any recruitment process, the College collects and processes personal datarelatingto job
applicants under GDPR Article 6¢ (Legal Obligation), and 6e (PublicTask). The Collegeis committed
to beingtransparentabouthow it collects and usesthat data and to meetingits data protection
obligations.

What information does the College collect?
The College collects arange of information aboutyou. Thisincludes:

e your name, address and contact details, includingemail address and telephone number;

e details of your qualifications, skills, experience and employment history;

e informationaboutyourcurrentlevel of remuneration,

e whetherornot you have a disability for which the College needs to make reasonable
adjustments duringthe recruitment process;

e informationaboutyourentitlementtoworkinthe UK; and

e equal opportunities monitoringinformation, includinginformation about your ethnicorigin,
sexual orientation, health and religion or belief

o Reference contactdetails
Professionalbodies

e UK Drivinglicence

How is this collected?

The College will collect thisinformation in a variety of ways. For example, data might be containedin
applicationforms, CVs, obtained from your passport or otheridentity documents, or collected
throughinterviews or otherforms of assessment

The College may also collect personal dataabout you fromthird parties, such as references supplied
by formeremployers, information from employment background check providers and information
from criminal records checks. The College will seek information from third parties onlyonce ajob
offertoyou has been made and will informyou thatitis doingso.


http://www.howcollege.ac.uk/
mailto:dataprotection@howcollege.ac.uk
https://www.howcollege.ac.uk/

Where do we store data?

Data will be storedin a range of different places, including on your application record (electronic), in
HR/Payroll management systems (paper based and electronic) and on other IT systems (including
email).

Why does the College process personal data?

The College needs to process data to take steps at yourrequest priorto enteringinto acontract with
you. It may also need to process your data to enterinto a contract with you. In some cases, the
College needs to process datato ensure thatit is complying with its legal obligations. Forexample, it
isrequiredto checka successful applicant's eligibility to work in the UK before employment starts.

The College has a legitimateinterestin processing personal data duringthe recruitment process and
for keepingrecords. Processing datafrom job applicants allows the College to manage the
recruitment process, assess and confirm a candidate's suitability foremployment and decide to
whomto offerajob. The College mayalso need to process datafrom job applicants torespondto
and defend againstlegal claims. The College may process information about whether or not
applicants are disabled to make reasonable adjustments for candidates who have a disability. Thisis
to carry out its obligations and exercise specificrightsin relation to employment.

Reportthrough to the Corporation statistical information regarding staff (all anonymised).

Where the College processes other special categories of data, such as information about ethnic
origin, sexual orientation, health orreligion orbelief, thisis for equal opportunities monitoring
purposes.

The College is obliged to seek information about criminal convictions and offences. Where the
College seeks thisinformation, it does so because itis necessary foritto carry out its obligationsin
terms of safeguarding and exercise specificrightsin relation to employment.

The College will not use your dataforany purpose otherthan
e Recruitmentexercise forwhichyou have applied.
e Annualreportstothe corporation, where all datafor all applicantsisanonymised
e Annualreportstothe AoC and recognised trade unions, where all dataforall applicantsis
anonymised

If your applicationis unsuccessful, the College may keep your personaldataonfilein case there are
future employment opportunities for which you may be suited. The College will ask foryour consent
before itkeepsyourdatafor this purpose and you are free to withdraw your consentatany time.

Who has access to data?
Your information may be shared internally for the purposes of the recruitment exercise. This
includes members of the HR, recruiting managers, managersin the business areawith avacancy.

The College will not share your datawith third parties, unlessyourapplication foremploymentis
successful and it makes you an offer of employment. The College will then share your datawith
formeremployers to obtain references for you, employment background check providers to obtain
necessary background checks and the Disclosure and Barring Service to obtain necessary criminal
records checks.



The College will not transfer your data outside the European EconomicArea.

How does the College protect data?

The College takes the security of your dataseriously. It has internal policies and controlsin place to
ensure thatyour data is not lost, accidentally destroyed, misused or disclosed, and is not accessed
except by our employeesinthe proper performance of theirduties.

For how long does the College keep data?

If your application foremploymentis unsuccessful, the College will hold yourdataonfile for 12
months afterthe end of the relevant recruitment process. Atthe end of the period oronce you
withdraw your consent, yourdatais deleted/destroyed. If your application foremploymentis
successful, personal datagathered during the recruitment process will be transferred to your
personnel file and retained during your employment. The periods for which your data will be held
will be provided toyouina new privacy notice.

Your rights
As a data subject, you have a number of rights. You can:

e access and obtain a copy of yourdata on request;

e requirethe Collegetochangeincorrect orincompletedata;

e requirethe Collegetodeleteorstop processing yourdata, for example where the datais no
longer necessary forthe purposes of processing; and

e objectto the processing of yourdata where the Collegeisrelyingonitslegitimateinterests
as the legal ground for processing.

If you would like to exercise any of these rights, please contact the Data Protection Officerat
dataprotection@howcollege.ac.uk or contact the Reception.

Who can | complain to?

If you believethatthe College has not complied with your data protection rights, you can complain
to the Information Commissioner. Link provided below:

https://ico.org.uk/

What if you do not provide personal data?

You are under no statutory or contractual obligation to provide datato the College during the
recruitment process. However, if you do not provide the information, the College may not be able to
processyourapplication properly oratall.


mailto:dataprotection@howcollege.ac.uk
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