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Privacy Notice for Job Applicants         

 

This Privacy Notice sets out information on how and why Langley House Trust and Kainos (“The 

Group”) of 3&4, The Square Business Centre, Manfield Avenue, Coventry CV2 2QJ process 

personal information about the people who apply to work for us and your rights in relation to that 

information.  Under data protection laws, we are the “data controller” of personal information 

held and processed about those who apply to work for us (although there may also be other 

organisations, such as recruitment agencies, which will be “data processors” of the personal 

information you provide to us). 

 

This Privacy Notice applies to everyone who applies to work for us, regardless of whether they 

are looking to be engaged as employees, permanent or temporary staff, whether full or part 

time.  However, we are likely to process different and more detailed information about 

prospective employees than we will do about temporary agency staff. 

 

This notice is designed to inform you about data arrangements.  It does not indicate any 

intention to create legal relations or form part of any contract. 

 

What information do we collect about you? 

 

The personal information about you which we expect to collect, hold and use is likely to include 

the following list.  This is not exhaustive, but is intended to give you a clear idea of your 

personal information which we process:   

 

 date of birth; 

 name, address and contact details, including personal telephone number and personal 

e-mail address; 

 log-in and password details relating to our online application process; 

 your employment history including name of employer, job titles, duties, career break or 

study break details and details of any other work; 

 education and records of qualifications and achievements, training records, skills and 

experience; 

 religious beliefs included as part of your response to why you are suitable for the role, 

e.g. when a role has an occupational requirement for the job-holder to be Christian or to 

demonstrate how you can support the values and ethos of the Trust; 

 notice period with current and / or former employers; 

 absence history; 

 * disclosure of criminal convictions and information needed to apply for and given in 

police or DBS checks; 

 reason for leaving previous employment; 

 whether you have previously applied for a position or worked for us before, or whether 

you are related to anyone who works for us or have any other interests to declare; 

 the contact details, occupation and position of your referees; 
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 information gathered from reference requests about your suitability for the role with us 

including information about absence, any disciplinary or capability investigations and 

proceedings, whether or not any disciplinary action was taken, quality of work, initiative, 

co-operation, relationships (with team members and others), honesty & integrity, time-

keeping, conduct, ability to work under pressure and in a demanding environment and 

attitude to customers; 

 your performance, attitude and personality; 

 confirmation of your identity and *right to work in the UK and any conditions around this.  

If you are successful in your application for a position with the Group, we are required by 

law to take and hold copies of these documents; 

 further information you provide such as hobbies, interests outside of work and 

achievements; 

 information on any disability and / or reasonable adjustments that would be required to 

enable you to attend an interview or take part in the candidate assessment process; 

 monitoring data on diversity, including age, *race / ethnicity, *religion, *whether you have 

a disability, *sexual orientation, gender identity and marital status; 

 * your photograph; 

 driving licence details (where this is necessary for the work contract in question); 

 interview notes, numeracy and literacy tests and assessment tests, shortlisting notes; 

 information about expenses you may claim as part of the interview process, including 

bank details for payment; and 

 for successful candidates, in order to prepare and implement the contract for your work 

with us, we will ask you to provide details including home address and telephone 

numbers, bank details and HMRC information, next of kin, Nomination of Beneficiary, 

Opt Out Working Time regulations and Hepatitis B vaccine.  

 

The information marked with an asterisk (*) is or could include “special categories” of personal 

information.  Under data protection laws, “special categories” of personal information (also 

known as sensitive personal data) includes information revealing racial or ethnic origin, political 

opinions, religious or philosophical beliefs, genetic information, biometric information for 

uniquely identifying a person and information concerning a person’s health, sex life or sexual 

orientation.  Information concerning criminal convictions is placed in a similar category.  This 

information is particularly sensitive and we will therefore only process this information where 

absolutely necessary: we will ensure it is only seen by those who have the right to see it, and 

will keep it secure.  By law, we are required to have a policy document outlining how we protect 

such information and how long the information is held for.  Our policy document on this 

information will be reviewed from time to time.  Further details can be obtained by e-mailing 

recruitment@langleyhousetrust.org.  

 

How long will we process your personal information? 

 

If you are successful in your application for a work contract with us, we will process this 

information for the duration of your work contract.  When your work contract ends, we will give 

you a separate Privacy Notice setting out how long information will continue to be retained by 

us, depending on the type of information it is. 

mailto:recruitment@langleyhousetrust.org
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If you are unsuccessful in your application for a work contract with us, or you choose not to 

accept the offer of a work contract with us, we will only hold limited specified information, 

including but not limited to application form, interview notes and test results for a period of 6 

months from the date of your application, to enable us to give feedback to candidates and 

respond to any challenges about the fairness of decision making during the recruitment process 

or such other period as may be required to meet our legal obligations.   

 

Who is collecting it and who will it be shared with? 

 

Mostly, we will be collecting the information about you.   

 

The personal information we expect to collect about you may be provided directly to us by you, 

or provided by a third party such as, for example, an employer giving us a reference about you 

or a member of our staff who already knows you such as the interviewer. 

 

We use other companies for certain functions and in limited circumstances.  Information about 

you may be collected from and provided to us by third party organisations including: 

 

 recruitment agencies or providers – who collect details of your application or CV and 

other information which you have given to them; 

 HMRC, regulatory authorities (eg CQC), auditors and Government Departments to 

comply with our legal or regulatory obligations;  

 Disclosure and Barring Service; and 

 the Employer Checking Service. 

  

We do not share your information with outside organisations other than for the purposes set out 

above for recruitment and vetting and never sell or provide information about you to any 

organisation that wishes to sell to you.   

 

Why is it being collected and how will it be used? 

 

We must process information about you lawfully, transparently and fairly, which is the reason we 

provide this Privacy Notice. We gather information in order to conduct due diligence on those 

we recruit, to ensure we engage the best person for the job, and to comply with our legal 

obligations and duties both to you and to regulatory authorities and government bodies. 

 

In some circumstances, particularly where there are a large number of applicants, initial 

recruitment decisions may be taken based on automated processes such as direct yes / no 

questions asked before candidates proceed to application (‘killer questions’) or candidate 

profiling through our recruitment agencies. This will only be in circumstances where we have 

your explicit consent, or it is authorised by law. In all cases, steps will be taken to safeguard 

your rights and freedoms as required by law. At the end of this privacy notice, you will be asked 

to signal your consent to this automated processing in order for us to progress your application 

further. 
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We take data protection very seriously.  If you join us, we will provide you with a separate 

privacy notice regarding your personal data during your work contract with us, and you will also 

be expected to adhere to our Data Protection and Confidentiality Policy and Procedure which 

outlines data protection law and how we handle all personal data, including the personal data of 

our clients, customers, suppliers and contacts. 

 

On what grounds do we process your personal information? 

 

We rely on a number of lawful reasons for processing the information set out above.  These are: 

 

 you have explicitly consented to the processing of your personal information for the 

purposes of applying to work with us whilst being under no obligation to do so; 

 we are taking steps at your request or as necessary to enter into a work contract with 

you; 

 it is necessary for us to comply with our legal obligations, for example, in relation to 

compliance with employment laws and regulatory requirements; and 

 it is necessary for our legitimate interests to ensure we engage the best person for the 

job and the Group. 

 

For “special categories” of personal information, or information which relates to criminal 

convictions, the commission / alleged commission of criminal offences, or criminal proceedings, 

we will only process this information where: 

 

 it is necessary for our or your obligations or rights in the field of employment law or 

social security law; 

 the personal information has been manifestly made public by you; 

 it is necessary in relation to legal claims; and 

 it is necessary for reasons of substantial public interest.  UK law places our monitoring of 

diversity and equality of opportunity in this category providing certain safeguards are in 

place. 

 

The information we hold about you will be used for the purposes for which it is collected.  We 

have IT protections and other procedures in place to protect the data we hold.   

 

What will be the effect on you? 

 

In some cases, if you fail to provide information which is a statutory or contractual requirement, 

or necessary for a potential work contract, we may be unable to offer you a work contract.  If 

that is the case (for example if you fail to provide us with information we need to conduct right to 

work checks or criminal record checks), we will endeavour to give you adequate opportunity to 

provide the information. 

 

Your rights 

 

Under data protection rules, you have rights in relation to your information.  You have the right 

to request from us access to your own personal information. 
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Additionally, you have the right to request from us: 

 

 that any inaccurate information we hold about you is corrected; 

 that information about you is deleted in certain circumstances; 

 that we stop using your personal information for certain purposes; and 

 that your information is provided to you in a portable format. 

 

In some cases we may not be able to comply with your request in relation to the rights listed 

above, which are limited to certain defined circumstances.  However, we will tell you if that is the 

case and explain why. 

 

If you make a request, we will aim to respond to you as soon as possible, but no later than one 

month from the date the request is received.  We will not charge you a fee for dealing with your 

request (unless your request is manifestly unfounded or excessive, such as where you make 

repeated requests).  Further information can be found in the Group Data Protection and 

Confidentiality Procedure.  To request a copy of this please e-mail 

recruitment@langleyhousetrut.org.  

 

If you are unhappy with how we are using your personal information or if you wish to complain 

about our use of information, please contact our Data Protection Officer (Head of Housing), or, 

in his absence, the ICT Manager, who are based at our Head Office.  If we cannot resolve your 

complaint, you have the right to complain to the Information Commissioner’s Office, which is the 

statutory regulator for data protection matters. The Information Commissioner can be contacted 

at https://ico.org.uk/concerns/.  

 

If you have any questions about this Privacy Notice, would like any further information or wish to 

discuss any of the above further, please do not hesitate to contact the HR Team at 

HRTeam@langleyhousetrust.org 

 

Declaration of consent 

 

We take our data protection obligations seriously and the information you provide during the 

course of your application to work with us will only be used for the purposes of assessing your 

application, and, as outlined above, in relation to any subsequent work contract with us, should 

your application be successful.  

 

In order for us to proceed with your application, we require your freely-given, specific, informed 

and clear consent to automated processing as outlined above and retention of your data for a 

period of six months for candidates who do not go on to take up work with us from date of 

application. You do not have to consent to us processing this information, but please note that 

we may be unable to proceed with your application should you decide not to consent e.g. for 

pre-employment checks. You also have certain rights in relation to the information we process 

as set out in the paragraph above.  

 

 

mailto:recruitment@langleyhousetrut.org
https://ico.org.uk/concerns/
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I have read and understood the information set out above.  I understand that:- 

 

 The Group will use the information that I and others on my behalf have provided to it for 

the purposes of my application to work with the Group. 

 The Group may provide some of the information to certain external companies who 

provide services to the Group and its staff for the purposes of progressing my application 

to work with the Group. 

 

I confirm I consent to The Group processing information about me as set out in this Privacy 

Notice and I confirm my agreement to my information being used in this way.  I understand that I 

am free to withdraw my consent at any time, but that if I withdraw my consent The Group may 

be unable to progress my application any further. 

 

If I am unsuccessful in my application, or if I choose not to accept a work contract with The 

Group, I confirm that I consent to The Group retaining all the personal information described 

above for a period of 6 months from my initial application. 

 
 


