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Short Form Privacy Notice for Application Form

This notice explains what personal data we will hold about you, how we collect it, and how we will
use and may share information about you during the application process. We are required to notify
you of this information, under data protection legislation.

Please ensure that you read this notice as well as our privacy notice which can be found on our
website www.manorprimary.net which details how we use your information.

Why do We Collect This Information?

Once you have submitted an application form, the School uses this information in order to take a
decision on recruitment and to take steps to enter into a contract.

What Information Do We Collect?

We collect the following information from the application form in order to take a decision as to
recruitment:

We may collect, store and use the following categories of personal information about you:

e Personal information and contact details such as name, title, addresses, date of birth, marital
status, phone numbers and personal email addresses;

e Information to be used as part of background checks for recruitment process including

references, proof of right to work in the UK, application form, qualifications;

Education and training details;

Details of previous salary and benefits including payment details, national insurance number,

Details of any dependants;

Your nationality and immigration status and information from related documents, such as your

passport or other identification and immigration information;

e Information in your sickness and absence records such as number of absences and

reasons(including sensitive personal information regarding your physical and/or mental

health);

Criminal records information as required by law to enable you to work with children;

Information on conduct and/or other disciplinary issues involving you;

Details of your use of business-related social media;

Your use of public social media (only in very limited circumstances, to check specific risks for

specific functions within the School, you will be notified separately if this is to occur); and

e Details in references about you that we give to other;

We may also collect, store and use the following more sensitive types of personal information:
e Information about your race or ethnicity, religious beliefs, sexual orientation, and political
opinions.
e Information about your health, including any medical condition and sickness records,
including:
e where you leave employment and under any share plan operated by a group company
the reason for leaving is determined to be ill health, injury or disability, the records
relating to that decision;
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e where you leave employment and the reason for leaving is related to your health,
information about that condition needed for pensions and permanent health insurance
purposes.

e Genetic information.
e Information about criminal convictions and offences.

How we may share the information

We may also need to share some of the above categories of personal information with other
parties, such as HR consultants and professional advisers. Usually, information will be
anonymised but this may not always be possible. The recipient of the information will be bound
by confidentiality obligations. We may also be required to share some personal information as
required to comply with the law.

How long we keep your information

We keep the personal information that we obtain about you during the recruitment process for
no longer than is necessary for the purposes for which it is processed. How long we keep your
information will depend on whether your application is successful and you become employed by
us, the nature of the information concerned and the purposes for which it is processed. Full
details on how long we keep personal data for is set out in our data retention policy.



