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This privacy notice explains how The Haven School collects, uses, stores and shares personal information about you during the application and recruitment process and, where relevant, after the recruitment process has ended. We process personal information in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, the Data (Use and Access) Act 2025 and other applicable data protection legislation.
The UK GDPR sits alongside the Data Protection Act 2018 and the Data (Use and Access) Act 2025. The Data (Use and Access) Act 2025 amended the UK data protection framework and relevant provisions are now in force. We will keep this notice under review as legislation and regulatory guidance develop.
This notice applies to job applicants. If you are appointed, your personal information will subsequently be processed in accordance with our staff privacy notice and other relevant employment documentation.

[bookmark: _Toc185435745]Who Collects this Information
The Haven School is a “data controller”. This means that we are responsible for deciding how and why we hold and use personal information about you. We are required under data protection legislation to provide you with information about how we process your personal data.
This notice does not form part of any contract of employment or other contract to provide services. We may update this notice when necessary and will provide or communicate significant changes where required.
It is important that you read this notice, together with any other policies mentioned within this privacy notice. This will assist you with understanding how we process your information and the procedures we take to protect your personal data. 
[bookmark: _Toc218000851]Lawful Basis for Processing Personal Data
We process personal data in accordance with the UK GDPR, the Data Protection Act 2018, the Data (Use and Access) Act 2025 and other applicable legislation. We identify and record the lawful basis for each processing activity. Depending on the purpose, this may include taking steps at your request before entering into a contract, compliance with a legal obligation, performance of a task in the public interest or in the exercise of official authority, our legitimate interests, recognised legitimate interests where applicable, or consent where appropriate. We do not rely on consent where another lawful basis is more appropriate.

[bookmark: _Toc185435746]Data Protection Principles
We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection Policy and applicable data protection legislation.

[bookmark: _Toc185435747]Categories of Information We Collect, Process, Hold and Share
We may collect, store and use the following categories of personal information about you during the recruitment process, where relevant and necessary for the purposes described in this notice:
· Personal information and contact details such as name, title, addresses, date of birth, marital status, phone numbers and personal email addresses;
· Emergency contact information such as names, relationship, phone numbers and email addresses;
· Information provided during the recruitment process, including information in your application form, CV, covering letter, supporting statements and qualifications; proof of right to work in the UK will normally be obtained where required as part of pre-employment checks;
· Details of your employment history including job titles, salary and working hours;
· Information regarding your criminal record as required by law to enable you to work with children;
· Details of your referees and references;
· Details collected through pre-employment checks, including relevant publicly available information obtained through online searches where these are necessary for recruitment or safeguarding purposes;
We may also collect and use special category personal information where necessary and lawful, including:
· Information revealing your racial or ethnic origin, religious or philosophical beliefs, sexual orientation or political opinions, including information provided for equal opportunities monitoring.
· Information concerning your health, including information provided about reasonable adjustments or access arrangements.
· Information about criminal convictions and offences, which is subject to separate legal requirements.

Where equal opportunities information is collected for monitoring purposes, it will be handled separately from the recruitment decision-making process wherever required and will not normally be used to assess your suitability for the role.
As part of Safe Recruitment, we may also collect information after the shortlisting and interview stage in order to make a final decision on where to recruit:
· Data about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers;
· Data regarding your academic and professional qualifications;
· Data regarding your criminal record, in a criminal records certificate (CRC) or enhanced criminal records certificate (ECRC) as appropriate;
· Your nationality and immigration status and data from related documents, such as your passport or other identification and immigration information;
· A copy of your driving licence; and
· Data relating to your health.

[bookmark: _Toc185435748]How We Collect this Information
We may collect this information from you, your referees, previous employers or education providers, relevant professional bodies, the Home Office, the DBS, recruitment agencies and other sources where lawful and necessary. Where we carry out online searches, these will normally use publicly available information and will be undertaken for specified recruitment or safeguarding purposes.

[bookmark: _Toc185435749]How We Use Your Information 
We will only use your personal information when the law allows us to. We identify the lawful basis for each processing activity. Depending on the circumstances, this may include:
· Where we need to take steps to enter into a contract with you;
· Where we need to comply with a legal obligation (such as health and safety legislation, under statutory codes of practice and employment protection legislation);
· Where it is needed in the public interest or for official purposes;
· Where it is necessary for our legitimate interests (or those of a third party) and your interests, rights and freedoms do not override those interests.
· Where you have provided consent for a specific processing purpose and consent is an appropriate lawful basis.
The main purposes for collecting your data are to administer the recruitment process, assess your suitability for the role, carry out safe recruitment and safeguarding checks, obtain and verify references and qualifications, comply with legal and regulatory requirements, make appropriate reasonable adjustments or access arrangements, and carry out equal opportunities monitoring where applicable.
If you fail to provide certain information when requested, we may not be able to take the steps to enter into a contract with you, or we may be prevented from complying with our legal obligations.
We will normally only use your personal information for the purposes for which we collected it. If we need to use it for another purpose, we will consider whether that purpose is compatible with the original purpose and whether another lawful basis is required. Where required, we will provide you with information about the new processing.

[bookmark: _Toc185435750]How We Use Particularly Sensitive Information
Special category personal information requires additional protection. We will only process special category data where we have both a lawful basis under Article 6 of the UK GDPR and an applicable condition under Article 9 of the UK GDPR, together with any additional requirements under the Data Protection Act 2018 where applicable. This may include:
· In limited circumstances, with your explicit written consent;
· Where processing is necessary to comply with employment, social protection or other legal obligations or rights, where permitted by law;
· Where processing is necessary for a substantial public interest condition permitted by law, including certain equality or safeguarding purposes;
· Where processing is necessary to establish, exercise or defend legal claims, or where another specific Article 9 condition applies.

[bookmark: _Toc185435751]Criminal Convictions
We may process criminal offence data only where permitted by law. In addition to an Article 6 lawful basis, processing must satisfy the additional requirements applicable to criminal offence data under UK data protection law, including the relevant provisions of the Data Protection Act 2018 where applicable. We will only collect such information where it is appropriate and necessary for the role and where we are legally able to do so.
Where appropriate, we will collect information about criminal convictions as part of the recruitment process or we may be notified of such information directly by you in the course of the recruitment process.

[bookmark: _Toc185435752]Sharing Data
We may share your personal data with third parties where required by law, where necessary to administer the recruitment process, where necessary for safeguarding or regulatory purposes, or where another lawful basis permits us to do so.
These include the following: -
· Academic or regulatory bodies to validate qualifications or experience;
· Referees;
· Other schools;
· HR advisors and professional advisers;
· DBS; and
· Recruitment and supply agencies.
· Staffordshire County Council, where required for lawful safeguarding, statutory or regulatory purposes;
· Edison Young People, where required for central HR, governance, record-management or accountancy purposes;

We may also need to share some of the above categories of personal information with other parties, such as HR consultants and professional advisers. Information will be provided to those agencies securely or anonymised where possible.
The recipient of the information will be bound by confidentiality obligations; we require them to respect the security of your data and to treat it in accordance with the law.

Department for Education (DfE): We may share relevant personal information with the DfE where required by law or for statutory or regulatory purposes. We do not routinely share unsuccessful job applicants’ information with the DfE as part of the recruitment process.
[bookmark: _Toc185435753]Retention Periods
Except as otherwise permitted or required by applicable law or regulation, the School retains personal data only for as long as necessary for the purposes for which it was collected, and as required to meet legal, accounting, safeguarding or regulatory obligations or to resolve disputes. Specific retention periods or the criteria used to determine them are set out in our Retention Policy.
Once recruitment has finished, information relating to unsuccessful applicants will be retained in accordance with our Retention Policy. Information relating to successful applicants will be transferred into the relevant employment records and processed under our staff privacy notice. Our Retention Policy can be found in The Haven Hub.

[bookmark: _Toc185435754]Security
We have put in place measures to protect the security of your information (i.e. against it being accidentally lost, used or accessed in an unauthorised way). In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need to know. Details of these measures are available in The Haven Hub.
You can find further details of our security procedures within our Data Breach Policy and Information Security Policy, which can be found in The Haven Hub.
It is important that the personal information we hold about you is accurate and current. Please tell us if information you have provided during the recruitment process changes or is inaccurate.

[bookmark: _Toc185435755]Your Rights of Access, Correction, Erasure and Restriction
Under certain circumstances, by law you have the right to: 
· Access your personal information (commonly known as a “subject access request”). This allows you to receive a copy of the personal information we hold about you and to check we are lawfully processing it. You will not have to pay a fee to access your personal information. However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive. Alternatively, we may refuse to comply with the request in such circumstances.
· Correction of the personal information we hold about you. This enables you to have any inaccurate information we hold about you corrected.
· Erasure of your personal information. You can ask us to delete or remove personal data if there is no good reason for us continuing to process it.
· Restriction of processing your personal information. You can ask us to suspend processing personal information about you in certain circumstances, for example, if you want us to establish its accuracy before processing it.
· To object to processing in certain circumstances, including where processing is based on legitimate interests or a task in the public interest, subject to the legal requirements that apply;
· Data portability, where the legal conditions for this right are met.
If you want to exercise any of the above rights, please contact Laurence Morris in writing. We may need to request specific information from you to help confirm your identity. We will explain if a particular right does not apply or if an exemption or other legal restriction applies.
We may need to request specific information from you to help us confirm your identity and ensure your right to access the information (or to exercise any of your other rights).

We do not normally make decisions about job applicants based solely on automated processing, including profiling, that produce legal or similarly significant effects. If this changes, we will provide information about the relevant processing and your rights where required by law.
[bookmark: _Toc185435756]Right to Withdraw Consent 
Where you have provided consent for a specific processing purpose, you may withdraw that consent at any time by contacting Laurence Morris. Withdrawal does not affect the lawfulness of processing carried out before consent was withdrawn, and we may continue processing where another lawful basis applies.

[bookmark: _Toc185435757]How to Raise a Concern 
We hope that Laurence Morris can resolve any query you raise about our use of your information in the first instance.
Our Data Protection Officer should review this notice at least annually and whenever there is a significant change to how we process personal data.
We have appointed a data protection officer (DPO) to oversee compliance with data protection and this privacy notice. If you have any questions about how we handle your personal information which cannot be resolved by Laurence Morris, then you can contact the DPO on the details below: -

Data Protection Officer: Judicium Consulting Limited 
Address: 5th Floor, 98 Theobalds Road, London, WC1X 9WB  
Email: dataservices@judicium.com 
Web: www.judiciumeducation.co.uk 
Telephone: 0345 548 7000 (Option 1, then 1) 

You have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection. Further information is available at https://ico.org.uk/make-a-complaint/ or by telephone on 0303 123 1113.

Changes to this Privacy Notice
We will review this privacy notice at least annually and whenever there is a significant change to how we process personal information. We may update this notice when necessary and will provide or communicate significant changes where required.
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