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St James’ Church Recruitment Privacy Notice 
This privacy notice is provided to explain how your data is used during the recruitment process for any position applied for with St James’ Church Weybridge. 
Who we are
The data controller is St James’ Church Weybridge. 
What information we collect and why
We collect certain data from you as part of the recruitment process in order that we recruit/appoint the most suitable person, and to carry out appropriate and proportionate pre-appointment checks to determine the suitability of the candidate e.g. to ensure that you are able to work in the UK; to ensure the safeguarding of vulnerable members of society; to check and monitor the inclusivity and diversity of our recruitment processes; and to obtain your work history and confidential references from previous organisations where you have worked/studied. 
This will include: 
· Contact details and personal information provided on the application form
· Information about experience, skills and suitability for the role
· References and information provided by referees
· Safeguarding-related information, including DBS information where required
· Name
· Contact details
· Next of kin and emergency contact
· Recruitment data - pre-appointment
1. References
2. Application forms
3. Gender
4. Date of birth
5. Right to work checks
We use this information to:
· Assess applications and make recruitment decisions
· Carry out safer recruitment and safeguarding checks 
· Meet legal, safeguarding and Church of England requirements
Who will see your information
Your information will only be seen by people who need it for recruitment and safeguarding purposes. This may include:
· Those involved in shortlisting and interviewing
· Parish safeguarding officers or church officers with recruitment responsibilities
· Diocesan safeguarding or HR staff, where advice or checks are required
· The Disclosure and Barring Service (DBS), where a DBS check is required
We do not share your information more widely unless we are legally required to do so.
How long we keep your information
We keep recruitment information securely and only for as long as necessary:
· Information for successful applicants is kept in line with Church and diocesan retention guidance
· Information for unsuccessful applicants is normally kept for a limited period and then securely destroyed
Your rights and questions
You have the right to:
· Ask how your information is being used
· Request access to your personal data
· Raise concerns about how your data is handled
If you have any questions or concerns about this privacy notice or how your data is used, please contact:
Donna Miller, Parish Safeguarding Officer
safeguarding@stjamesweybridge.org.uk
0779 000 5519
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