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JOB APPLICANTS PRIVACY NOTICE
Connex is committed to protecting your privacy and data.  We will process any data in accordance with the General Data Protection Regulations.
How we collect, share and store data from job applications:
Collecting
[bookmark: _GoBack]We may collect information from you from enquiry stage and up to and including the shortlisting stage of the recruitment process.  
We may collect this information from you, including from application forms, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment. We may also collect personal data about you from third parties, such as references supplied by former employers and information from criminal records checks, your education provider, the Disclosure and Barring Service (DBS) and the Home Office. We will seek information from third parties only once a job offer has been made and will inform you that we are doing so.
We also collect anonymised data that you provide on your Equal Opportunities Monitoring form to allow us to monitor recruitment statistics.  This information is not shared, even with the recruitment panel. 
For roles involving children / vulnerable adults, we are also obliged to seek information about criminal convictions and offences. We will speak to you about this before we do. 
Sharing & Processing
We do not share your information with any third parties.   We do not use your data for any purpose other than the recruitment exercise for the post for which you have applied.  Your information will only be shared with people integral to the recruitment and interview process.  
Storing
We will store your information securely, with restricted access, either digitally or in a filing cabinet.  No third parties will be given access to this.  We have internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed. We limit access to your personal data to those who have a genuine business need to know or use it.
· Unsuccessful applicants - we will hold your data on file for 6 months after the end of the relevant recruitment process. At the end of that period, or once you withdraw your consent, your data is deleted or destroyed.
· Successful applicants - personal data gathered 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 to you in a new privacy notice.
You may request to see the information we hold about you at any time. 
If you wish to raise a complaint on how we have handled your personal data, you can contact us via email at datacontroller@connex.org.uk or by telephoning on 01298 29370 (Chief Executive) and we will investigate the matter.  
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