EDUCATION
18 TRUST
Short Form Privacy Notice for Application Forms

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.

This privacy notice also covers the use of Atrtificial Intelligence (Al) systems which may process
personal data as part of educational and administrative functions. We are committed to
transparently explaining how these technologies are used and the data they process.

Please ensure that you read this notice as well as our privacy notice which can be found at on the
Trust’s websites or on request which detail how we use your information.

Why Do We Collect This Information?
Once you have submitted an application form, the Trust use 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 all the information included in the Application Form in order to take a decision as to
recruitment:
e Personal information and contact details such as name, title, addresses, date of birth,
marital status, phone numbers and personal email addresses.
e Emergency contact information such as names, relationship, phone numbers and email
addresses.
¢ Information collected during the recruitment process that we retain during your employment
including proof of right to work in the UK, information entered on the application form, CV,
qualifications.
e 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.
e Details of your referees and references.
e Details collected through any pre-employment checks including online searches for data.
e Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs.
e Data processed by Al systems, which may include information about IT usage, and
automated administrative tasks
We may also collect information after the shortlisting and interview stage in order to make a final
decision on where to recruit, including criminal record information, references, information
regarding qualifications. We may also ask about details of any conduct, grievance or performance
issues, appraisals, time and attendance from references provided by you.

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.
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Use of Artificial Intelligence

We employ Al technologies to support various educational and administrative functions. These
technologies are designed to comply with data protection laws and are implemented with
safeguards to protect your privacy. If you have any concerns about the use of Al in processing your
data, please contact our Data Protection Officer

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.

Job Applicants Privacy Notice
A full version of the Applicants Privacy Notice is available on our vacancies pages on our website.
Alternatively, you may request copy from the school.
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