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1. Purpose
St John's Winchester is committed to protecting the privacy and personal information of everyone who applies to work with us.
This policy explains:
· what information we collect during recruitment;
· why we collect it;
· how we use it;
· who we may share it with;
· how long we retain it; and
· how it is securely destroyed.
The policy applies from the point an individual submits an application until recruitment records are securely destroyed or incorporated into an employee personnel file.
2. Information We Collect
Depending upon the role, we may collect:
· name and contact details;
· CV and employment history;
· qualifications and professional registrations;
· supporting statement or application form;
· interview notes;
· assessment results;
· references;
· right to work documentation;
· DBS information (where applicable);
· occupational health information (after a conditional offer where appropriate);
· equality monitoring information (held separately where possible).
We only collect information necessary to recruit safely, fairly and lawfully.

3. Why We Process Your Information
We process recruitment information to:
· assess suitability for employment;
· communicate throughout the recruitment process;
· verify qualifications and experience;
· obtain references;
· undertake pre-employment checks;
· meet safeguarding obligations;
· comply with employment law;
· defend potential legal claims arising from recruitment decisions;
· improve our recruitment processes.

4. Lawful Basis
We process applicant information under one or more of the following UK GDPR lawful bases:
· taking steps prior to entering into a contract;
· compliance with legal obligations;
· legitimate interests in recruiting suitable employees;
· where necessary, substantial public interest relating to safeguarding or employment.
Special category information is processed only where an appropriate additional legal condition applies.

5. Who Has Access
Applicant information is limited to those involved in recruitment, including:
· recruiting manager;
· interview panel members;
· HR support;
· Chief Executive where appropriate.
Information will only be shared where there is a legitimate business need.

6. Sharing Information
Information may be shared with:
· Disclosure and Barring Service;
· occupational health providers;
· referees;
· identity verification providers;
· legal advisers;
· regulatory authorities where legally required.
We never sell applicant information.

7. Recruitment Records
Recruitment records may include:
· application forms;
· CVs;
· interview scoring;
· interview notes;
· correspondence;
· references;
· assessment results;
· pre-employment checks.
Interview notes should remain objective, factual and relevant to the recruitment decision.

8. Data Retention

St John's Winchester retains recruitment records only for as long as they are required to fulfil the purposes for which they were collected and to meet legal, regulatory and operational requirements.
All recruitment records are retained and securely disposed of in accordance with the St John's Winchester Data Retention Schedule.
This includes, where applicable:
· application forms; 
· curriculum vitae (CVs); 
· supporting statements; 
· interview notes and scoring records; 
· references; 
· assessment records; 
· correspondence with applicants; 
· pre-employment checks; and 
· equality monitoring information. 
Where an applicant is successfully appointed, relevant recruitment records will become part of the employee's personnel file and will thereafter be managed in accordance with the retention period specified in the Data Retention Schedule for employee records.
Where an applicant is unsuccessful, recruitment records will be retained for the period specified in the Data Retention Schedule, after which they will be securely destroyed unless there is a lawful reason for continued retention, such as ongoing legal proceedings or where the applicant has given explicit consent for their details to be retained for future recruitment opportunities.
Any personal data retained for future recruitment opportunities will only be held where the applicant has provided clear consent and will be retained for the period specified in the Data Retention Schedule or until consent is withdrawn, whichever occurs first.
Managers must not retain personal copies of recruitment records beyond the approved retention period.

Unsuccessful applicants
Where an applicant is unsuccessful:
Recruitment records will normally be retained for six months after the recruitment process has concluded.
This includes:
· application forms;
· CVs;
· interview notes;
· interview scores;
· correspondence;
· references;
· assessment records.
The six-month period allows St John's Winchester to:
· respond to feedback requests;
· respond to employment tribunal claims;
· defend discrimination claims;
· demonstrate fair recruitment practices.
After six months all personal information will be securely destroyed unless:
· legal proceedings are ongoing;
· there is a regulatory requirement to retain information longer;
· the applicant has provided explicit consent for future recruitment opportunities.

Talent Pool
Applicants who wish to be considered for future vacancies may give explicit consent for their information to be retained.
Where consent is provided:
· information will be retained for 12 months;
· applicants may withdraw consent at any time;
· information will then be securely deleted.

9. DBS Information
Where a DBS check is required:
· certificates will not normally be copied unless there is a legitimate reason;
· any copies or DBS status information will be retained only as long as necessary;
· DBS information will be handled in accordance with the DBS Code of Practice.

10. Equality Monitoring Information
Equality monitoring information:
· is collected separately from recruitment decisions wherever possible;
· is used only for monitoring equality and diversity;
· is not available to interview panels when making recruitment decisions.

11. Security
Applicant information will be protected by:
secure recruitment systems;
restricted access;
password protection;
encrypted storage where appropriate;
confidential disposal of paper records;
secure deletion of electronic records.

12. Applicant Rights
Applicants have the right to:
· access their personal information;
· request correction of inaccurate information;
· request deletion where appropriate;
· request restriction of processing;
· object to certain processing;
· complain to the Information Commissioner's Office.
Requests should be directed to the Chief Executive.

13. Secure Disposal
At the end of the retention period:
· paper records will be confidentially shredded;
· electronic records will be securely deleted from recruitment systems and shared drives;
· managers must not retain personal copies of recruitment records.
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