
First Steps Privacy notice for job applicants 

Introduction 
We take your privacy seriously and are committed to ensuring that your personal data is protected in 
accordance with data protection laws and used in line with your expectations. 

This privacy notice explains what personal data we collect, why we collect it, how we use it, the control you 
have over your personal data and the procedures we have in place to protect it. 

What personal data we collect 

As part of any recruitment process, we collect and process personal data relating to job applicants. This 
means that we need to collect a range of information about you. This includes: 

• your name, address and contact details, including email address and telephone number; 

• details of your qualifications, training, skills, experience and employment history; 

• whether or not you have a disability for which we need to make reasonable adjustments during the 
recruitment process; 

• information about your entitlement to work in the UK 

If you are given a conditional offer of employment, you will be required to provide the following additional 
personal information: 

bank details, NI number and P45/ Starter Checklist to process wage payments. This is processed via 
Heather Nunn Business Services Ltd; 

emergency contact details, so we know who to contact in case you have an emergency at work; 

details of your medical history or any medications which may affect your ability to work at the setting and 
the name and address of your doctor 

We collect this information in a variety of ways. For example, data might be contained in the application 
form, obtained from your passport or other identity documents, or collected through interviews or other 
forms of assessment. 

We may also collect personal data about you from third parties, such as references supplied by former 
employers, and information from criminal records checks. We will seek information from third parties only 
once a job offer to you has been made and will inform you that we are doing so. 

Why we collect personal data and the legal basis for handling your data 

We need to process data at your request prior and in order to enter into an employment contract with 
you. 

In some cases, we need to process data to comply with our legal obligations. For example, we are required 
to check a successful applicant's eligibility to work in the UK before employment starts. 

We have a legitimate interest in processing personal data during the recruitment process and for keeping 
records of the process. Processing data from job applicants allows us to manage the recruitment process, 
assess and confirm a candidate's suitability for employment and decide to whom to offer a job. We may 
also need to process data from job applicants to respond to any legal claims. 



With your consent we may process special categories of data, such as information about ethnic origin, 
marital status, or religion or belief, to monitor recruitment statistics. 

We may also collect information about whether or not applicants are disabled to make reasonable 
adjustments for candidates who have a disability. We process such information to carry out our legal 
obligations and exercise specific rights in relation to employment. 

For the majority of roles, we are legally required to obtain enhanced Disclosure and Barring Service (DBS) 
checks about criminal convictions and offences, and check your suitability in line with government 
guidelines. Where we seek this information, we do so because it is necessary for us to carry out our legal 
obligations and exercise specific rights in relation to employment. For certain child care roles it is in our 
legitimate interest to consider the medical fitness of candidates. 

If your application is unsuccessful, in some circumstances, we may wish to keep your personal data on file 
in case there are future employment opportunities for which you may be suited. We will ask for your 
consent before we keep your data for this purpose and you are free to withdraw your consent at any time. 

Who we share your data with 

We will not share your data with third parties, unless your application for employment is successful and we 
make you an offer of employment. We will then share your data with: 

current/former employers to obtain references for you; 

our DBS processor and the DBS to obtain necessary criminal records checks (only if applicable);  

payroll provider who will also process pensions if you are enrolled into the nominated pension scheme. 

For some roles, we have a legal obligation to share your personal information with Norfolk County Council 
via the portal, including your training history. 

How do we protect your data? 

We take the security of your personal data seriously. We have systems in place to try to ensure that your 
data is not lost, accidentally destroyed, misused or disclosed and to prevent unauthorised access. 

Where do we store your data? 

All data you provide to us is stored on secure computers or servers located in the UK or the European 
Economic Area. We also store paper records in locked filing cabinets. 

Our third party processors will also store your data on secure IT systems which may be situated inside or 
outside of the European Economic Area. They may also store data in paper files. 

How long do we retain your data? 

If your application for employment is unsuccessful, we will hold your data on file for six months after the 
end of the relevant recruitment process. If you agree to allow us to keep your personal data on file, we will 
hold your data on file for a further time period for consideration for future employment opportunities. We 
will ask for your consent to keep your data for this purpose. At the end of that period or once you 
withdraw your consent, your data is deleted or destroyed. 



If your application for employment is successful, personal data gathered during the recruitment process 
will be transferred to your personnel file and retained during your employment. The periods for which your 
data will be held will be provided to you in our Employee Privacy Notice. 

Your rights with respect to your data 

As a data subject, you have a number of rights. You can: 

request to access, amend or correct the personal data we hold about you; 

request that we delete or stop processing your personal data, for example where the data is no longer 
necessary for the purposes of processing; 

request that we transfer your personal data to another person 

How to ask questions about this notice 

If you have any questions, comments or concerns about any aspect of this notice or how we handle your 
data please contact Becky Russell rrfirststeps@btinternet.com 

What if you do not provide personal data? 

You are under no statutory or contractual obligation to provide data to us during the recruitment process. 
However, if you do not provide the information, we may not be able to process your application. 
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