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Privacy Notice - Recruitment
Crossroads is committed to protecting the privacy and security of your personal information.
Crossroads is the data controller for the information you provide during the recruitment process unless otherwise stated. If you have any queries about the process or how we handle your information, please contact us at jobs@crossroadscare.co.uk
This privacy notice describes how we collect and use personal information about you during and after your working relationship with us, in accordance with the General Data Protection Regulation (GDPR).
We will comply with data protection law. This says that the personal information we hold about you must be:
1. Used lawfully, fairly and in a transparent way.
2. Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.
3. Relevant to the purposes we have told you about and limited only to those purposes.
4. Accurate and kept up to date.
5. Kept only as long as necessary for the purposes we have told you about.6. Kept securely.

What will we do with the information you provide to us?

All of the information you provide during the process will only be used for the purpose of progressing your application, or to fulfil legal or regulatory requirements if necessary.
We will not share any of the information you provide during the recruitment process with any third parties for marketing purposes or store any of your information outside of the European Economic Area. The information you provide will be held securely by us and/or our data processors whether the information is in electronic or physical format.
We will use the contact details you provide to us to contact you to progress your application. We will use the other information you provide to assess your suitability for the role you have applied for. 
What information do we ask for, and why?
We do not collect more information than we need to fulfil our stated purposes and will not retain it for longer than is necessary.
The information we ask for is used to assess your suitability for employment. You don’t have to provide what we ask for but it might affect your application if you don’t. 
Application stage
If you use our online application system, this will be collected by a data processor on our behalf (SeeMeHired)
We ask you for your personal details including name and contact details. We will also ask you about your previous experience, education, referees and for answers to questions relevant to the role you have applied for. Our recruitment team will have access to all of this information.
You will also be asked to provide equal opportunities information. This is not mandatory information – if you don’t provide it, it will not affect your application. 
Shortlisting
Our recruitment team shortlist applications for interview and no other personnel have access to your information at this stage.  
Interview
We might ask you to attend an interview. Information will be generated by you and by us, for example, we will take interview notes. This information is held by Crossroads.
If you are unsuccessful following interview for the position you have applied for, we may ask if you would like your details to be retained in our talent pool for a period of six months. If you say yes, we will proactively contact you should any further suitable vacancies arise. 
Conditional offer
If we make a conditional offer of employment we will ask you for information so that we can carry out pre-employment checks. You must successfully complete pre-employment checks to progress to a final offer. We are required to confirm the identity of our staff, their right to work in the United Kingdom and seek assurance as to their trustworthiness, integrity and reliability. 
You will therefore be required to provide: 
•	Proof of your identity – you will be asked to provide copies of your documents and attend the office with    original documents. 
•	We will contact your referees, using the details you provide in your application, directly to obtain references
•	You will be asked to access the Access NI website and complete an Enhanced Criminal Record, which will verify your declaration of unspent convictions.
•	We will also ask you to complete a questionnaire about your health. This is to establish your fitness to work. This is done through a data processor.
•	You will be asked to complete a criminal records declaration to declare any unspent convictions.
•	You will also be asked to provide emergency contact details – so we know who to contact in case you have an emergency at work
•	You may be asked to attend our office with original documents to prove the qualifications you claim to have.  Where this is the case, we will take copies.
If we make a final offer, we will also ask you for your bank details in order to process salary payments.
Post start date  
All persons employed to carry out social care work are required to be registered with the Northern Ireland Social Care Council.  Therefore, within your first 3 months of employment, you will be asked to send an application to them which will detail your personal details and work history.  This is processed by them and is verified by one of our data processors.  
Crossroads have a duty to share information with NISCC where there are concerns about your conduct, you are suspended or dismissed or where there is a change in your criminal record or mental health which may affect your ability to work with vulnerable adults.  There is a statutory requirement for us to share this information.
Use of data processors 
Data processors are third parties who provide elements of our recruitment service for us. We have contracts in place with our data processors. This means that they cannot do anything with your personal information unless we have instructed them to do it. They will not share your personal information with any organisation apart from us. They will hold it securely and retain it for the period we instruct. 
SeeMeHired
If you use our online application system, you will provide the requested information to SeeMeHired who provide this online service for us. SeeMeHired do not manage the information for us in any way, however, due to them managing the system, they may have access to your personal information.
GP and Occupational Health Reports
If we make you a conditional offer, we will ask that you complete a questionnaire which will help to determine if you are fit to undertake the work that you have been offered, or advise us if any adjustments are needed to the work environment or systems so that you may work effectively.
Where you have any medical problems which may require the organisation to make reasonable adjustments or where concerns arise about your capability to carry out the role we may seek independent health advise from your GP or and Occupational Health Advisor.  We will explain this to you and ask you to sign a separate consent form before we share your details in this instance.
Recruitment Agency
For harder to fill vacancies, we sometimes advertise through a recruitment agency.  Where this is the case, they will collect the application information and retain it in accordance with their own privacy notice which you should be made aware of at the time of application.  Crossroads will also retain information on all candidates shortlisted by them throughout the process and this will be held by us in the normal ways above.

Pension provider
Crossroads offer a pension scheme and should you wish to be a member of this then we will share your personal information with them (presently Legal and General) and Redrock Financial.
CarePlanner
If you are successful and begin employment with us some of your personal information will be stored on our operational computerised system.  This information is used solely for the purposes of running our business; however, it may be accessed by the provider, CarePlanner.  
How long is the information retained for?
If you are successful, the information you provide during the application process will be retained by us as part of your employee file for the duration of your employment plus 6 years following the end of your employment. This includes your criminal records declaration, fitness to work and references.
If you are unsuccessful at any stage of the process, the information you have provided until that point will be retained for 6 months from the closure of the campaign.
Information generated throughout the assessment process, for example interview notes, is retained by us for 6 months following the closure of the campaign.
Equal opportunities information is retained for 6 months following the closure of the campaign whether you are successful or not.
How we make decisions about recruitment?
Final recruitment decisions are made by hiring managers and members of our recruitment team. All of the information gathered during the application process is taken into account.
You are able to ask about decisions made about your application by speaking to your contact within our recruitment team or by emailing jobs@crossroadscare.co.uk  
Access to personal information
You have the right to request access to the information which we hold on you.  Further information about your rights to do this can be found in Crossroads GDPR policy.
Disclosure of personal information
We will not disclose your personal information to a third party without your consent, unless there is a legal or statutory obligation placed on us to do so.  There may also be some instances, where it is necessary to the safe and efficient running of Crossroads for us to do this.  
We reserve the right to update this privacy notice at any time, and we will provide you with a new privacy notice when we make any substantial updates. We may also notify you in other ways from time to time about the processing of your personal information.
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