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LDBS APPLICATION FORM

Applicant Privacy Notice

The LDBS is a Data Controller and as such has a duty to explain to you what information is collected and why, and who, if anyone, it is shared with under the General Data Protection Regulation 2016. This information is briefly laid out below and is also available in our Staffing Privacy Notices, along with details of our Data Protection Officer.

We collect all the information laid out in this form, in the form of references from current and / or previous employers, and if shortlisted from the selection process.  The information given to us, and collected by us will form part of the contract of employment for successful candidates. We process this information in order to:
· Administer the application, shortlisting and selection process
· Assess your suitability to work with children and young people
· Inform the development of recruitment and retention policies
· Defend legal claims
· Fraud detection and prevention
· Monitor protected characteristics in order to promote equality at work

No decisions are based on automated decision making.  

We process this information about you because the processing is necessary for us to enter into an employment (or other work-related) contract with you. We also need to process this information to ensure that we are complying with our legal obligations under the Employment Act and with the Department for Education’s statutory guidance document, Keeping Children Safe in Education, as well as other school specific legislation.

We have a legitimate interest in processing data from job applicants in order to administer the recruitment process, to monitor compliance with our policies, to defend any legal claims and to ensure that the most suitable applicant is appointed to the role, based on an assessment of their likely performance amongst other factors.  

We process special category data, such as information about your ethnic origin or health, as part of our equal opportunities monitoring process and in order to meet legal obligations. This information is collected with the express consent of job applicants. Consent may be withdrawn by an applicant at any time.

We may offer to contact unsuccessful applicants within a period of six months following the application if another suitable vacancy arises. Information is only used in this way with the express consent of applicants, which may be withdrawn at any time.

If we wish to process your personal data for a new purpose we will inform you of any additional processing.

Information from your application form and from the shortlisting and selection process will be stored in a paper-based file, in electronic records within our HR system and also in other IT systems, including email. 

A copy of your application form and all other personal data collected during the recruitment and selection process will be held as follows:
· For successful applicants this will be transferred to a personnel file where it will be held securely. You will be given a workforce privacy notice upon appointment which will explain how we will hold and process your data as an employee. 
· For unsuccessful applicants, securely for a period of six months.

Your information will be shared with school staff with a recruitment responsibility. This will include members of our HR and administrative staff, those responsible for shortlisting and interviewing and managers within the relevant area of work or department. Equality monitoring information is separated from the application form upon receipt and is not shared with those responsible for shortlisting and interviewing.

We do not share information about job applicants with anyone without consent unless the law and our policies allow us to do so.

We will not share your data with third parties unless and until an offer of employment is made to you. At that stage, your data will be shared to fulfil legal requirements, obtain or provide necessary information or because the third party processes data on our behalf. These third parties include:
· The Disclosure and Barring Service in order to undertake a criminal record check
· Suppliers and consultants that provide us with a service, such as occupational health, HR or legal services
· Relevant professional bodies in order to verify your qualifications

When we appoint third parties to process data on our behalf, the third party is also required to process the data lawfully and fairly and in a manner that ensures appropriate security of the data, using appropriate technical or organisational measures to protect against unauthorised or unlawful processing and accidental loss.

We do not transfer your data to countries outside the European Economic Area.
Under data protection legislation, you have the right to request access to information about you that we hold. To make a request for your personal information, contact our data protection officer. You also have the right to:
· Restrict processing of your data in certain circumstances;
· Prevent processing for the purpose of direct marketing;
· Object to decisions being taken by automated means;
· Object to the processing of your data where we are relying on our legitimate interests as the lawful basis for processing;
· In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and
· Claim compensation for damages caused by a breach of data protection legislation.

If you have a concern about the way we are collecting or using your personal data, we ask that you raise your concern with us in the first instance. Alternatively, you can contact the Information Commissioner’s Office at: https://ico.org.uk/concerns/  

If you would like to discuss anything above, please contact the LDBS HR Team.



Position applied for: Data Protection Officer

NB: This application can also be downloaded from our website (www.ldbs.co.uk)

Please complete this form in BLOCK CAPITALS.


	
Title:



	
First Name:




	
Surname:




	
Address:







	
Mobile Number:



	
Email:







EDUCATION


	
Name of Institution
	
Level of Qualification (Bachelors, A-Levels, etc.)


	
Course Title
	
Finish date

	


	
	
	

	


	
	
	

	


	
	
	

	 


	
	
	

	


	
	
	




PRESENT EMPLOYMENT


	
Name and address of present employer

	
Date started
	
Current salary

	







	
	 

	
Title of Current Post:



Describe your present appointment in terms of its responsibilities and relationships (in no more than 250 words):






















	
What period of notice would you be required to give your present employer?








OTHER INFORMATION


	
Leisure interests, hobbies, etc.


























	
Please give details of voluntary work of relevance to this application (include any offices held):













	
Please indicate and give details if you are a member of the Church of England or committed to any other Christian denomination or faith group?











SUPPORTING STATEMENT


	
Please explain why you should be considered for the role. (Max. 500 words)















































CRIMINAL CONVICTIONS OR OTHER DISQUALIFICATIONS

	
As this post is classified as having substantial access to children, appointment will be subject to a police check of previous criminal convictions. You are required, before appointment, to disclose any conviction, caution, or binding-over, including spent convictions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975. Non-disclosure may lead to termination of employment.  However, disclosure of a criminal background will not necessarily debar you from employment – this will depend upon the nature of the offence(s) and when they occurred.


	
Do you have any previous convictions, cautions or binding-over which you are required to disclose?



If ‘yes’, please give details on a separate sheet and attach it to this form in a sealed envelope marked ‘Confidential Disclosure’.





REFERENCES



Names and addresses of two people to whom reference can be made regarding your professional work. You may also give a third personal reference in you wish. (Please obtain their permission beforehand)

Name:		

Address:	




Occupation:						Relationship to you:


Name:		

Address:	




Occupation:						Relationship to you:	



I CONFIRM THAT ALL OF THE INFORMATION I HAVE GIVEN IS CORRECT TO THE BEST OF MY KNOWLEDGE.



SIGNATURE:					DATE:		





Please return completed form to: 
Fiona Andrews
HR Adviser
London Diocesan Board for Schools 
London Diocesan House 
36 Causton Street 
London 
SW1P 4AU 
fiona.andrews@london.anglican.org
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EMPLOYMENT HISTORY

Please list your career history beginning with your most recent employment


	
Dates

	
Name and address of employer
	
Position held
	
Brief description of responsibilities 
(no more than 50 words)

	
Reasons for leaving

	
Salary at leaving

	
From
	
To
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