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Introduction
The Village Green Surgery is committed to protecting the privacy and security of your personal information.
This privacy notice explains how we collect, use, store and protect personal information about individuals who apply for employment, work experience, placements or other roles with the practice. It also explains your rights under UK data protection legislation.
The Village Green Surgery is the Data Controller for the personal information we process as part of our recruitment activities.
What information do we collect?
During the recruitment process, we may collect and process information including:
· Your name, address and contact details, including telephone number and email address.
· Information contained within your application form, CV or supporting statement.
· Details of your qualifications, skills, experience and employment history.
· Professional registration and membership information where applicable.
· Information about your current employment arrangements where relevant.
· References and information provided by previous employers or referees.
· Information about your right to work in the UK.
· Identification documentation.
· Information gathered during interviews, assessments and the selection process.
· Information relating to reasonable adjustments required during the recruitment process.
Depending upon the role, we may also need to process special category personal data, including information relating to your health, disability, ethnicity or other equality monitoring information.
For roles where appropriate and legally permitted, we may also process information relating to criminal convictions or offences, including information obtained through Disclosure and Barring Service (DBS) checks.
Why do we collect this information?
We use your personal information to:
· Manage the recruitment and selection process.
· Assess your suitability for the role for which you have applied.
· Communicate with you regarding your application.
· Verify your identity, qualifications, professional registration and employment history where appropriate.
· Obtain references.
· Carry out appropriate pre-employment checks.
· Meet our legal, regulatory and safeguarding responsibilities.
· Make reasonable adjustments during the recruitment process where required.
· Maintain appropriate records of our recruitment decisions.
· Meet equality monitoring and reporting requirements where applicable.
We will only collect information that is necessary and relevant to the recruitment process.
Our lawful basis for processing your information
Under the UK General Data Protection Regulation (UK GDPR), we may process your personal information because it is necessary:
· Article 6(1)(b) – to take steps at your request before entering into an employment contract.
· Article 6(1)(c) – to comply with our legal obligations.
· Article 6(1)(f) – where processing is necessary for our legitimate interests, where appropriate.
Where we process special category information, such as health or equality information, we will only do so where an appropriate condition under Article 9 of UK GDPR and the Data Protection Act 2018 applies. This may include processing necessary for employment, social security and social protection law obligations and rights.
Where criminal offence information is processed, we will only do so where permitted by law and where an appropriate condition under the Data Protection Act 2018 applies.
How do we collect your information?
Information may be provided directly by you or obtained through appropriate recruitment channels and third parties, including:
· NHS Jobs
· Recruitment agencies, where applicable.
· Previous employers and referees.
· Professional regulatory bodies.
· The Disclosure and Barring Service (DBS), where appropriate.
· Right-to-work checking services or relevant government services where applicable.
We will only undertake pre-employment checks which are appropriate and necessary for the role.
Who has access to your information?
Your information will only be accessed by individuals who need it for recruitment purposes. This may include:
· Practice management and authorised administrative staff.
· Members of the shortlisting and interview panel.
· Relevant clinical or departmental leads.
· GP Partners where appropriate.
· External organisations involved in necessary pre-employment checks.
· NHS Jobs and other recruitment service providers where applicable.
We will not sell your information or share it with third parties for marketing purposes.
NHS Jobs
Where you apply for a vacancy advertised through NHS Jobs, some of your personal information will initially be collected and processed through the NHS Jobs recruitment service.
Information relevant to your application may subsequently be accessed or retained by The Village Green Surgery for the purposes described within this notice.
If your application is successful
If you are offered and accept employment with The Village Green Surgery, relevant information collected during the recruitment process will become part of your employment record.
Further information about how we process employee information will be provided as part of your employment with the practice.
If your application is unsuccessful
Information relating to unsuccessful applications will normally be retained for six months following completion of the recruitment process, after which it will be securely deleted or destroyed, unless there is a lawful reason for retaining it for longer.
If we would like to retain your details for consideration for a future vacancy beyond our normal retention period, we will tell you and, where appropriate, obtain your agreement.
Information obtained specifically for pre-employment vetting will not be retained for longer than necessary.
How do we protect your information?
We take appropriate technical and organisational measures to protect your personal information against unauthorised access, alteration, disclosure, loss or destruction.
Access to recruitment information is restricted to individuals who require it for legitimate recruitment or employment purposes.
Your data protection rights
Depending upon the circumstances, you have rights under data protection legislation which may include the right to:
· Be informed about how your information is used.
· Request access to the personal information we hold about you.
· Ask us to correct inaccurate or incomplete information.
· Ask us to erase your information in certain circumstances.
· Ask us to restrict the processing of your information in certain circumstances.
· Object to certain types of processing.
· Request the transfer of your information where the right to data portability applies.
Some of these rights are subject to legal limitations and may not apply in every circumstance.
Data Protection Officer
The Data Protection Officer supporting North Tyneside GP practices is:
Liane Cotterill
Senior Governance Manager & Data Protection Officer
Email: necsu.ig@nhs.net
If you have concerns about how your personal information is being processed, you can contact the Practice Manager in the first instance or contact the Data Protection Officer.
Contacting the Practice
If you have any questions about this privacy notice or how your personal information is handled during recruitment, please contact:
The Practice Manager
The Village Green Surgery
Wallsend, North Tyneside
Please use the practice's usual contact details available on our website.
Complaints
If you have concerns about how we have handled your personal information, please contact the practice or our Data Protection Officer in the first instance.
You also have the right to raise a concern with the Information Commissioner's Office (ICO), the UK's independent regulator for data protection.
Further information about your rights and how to make a complaint is available on the ICO website.
Review of this notice
This privacy notice will be reviewed periodically and updated where necessary to reflect changes in legislation, guidance or our recruitment processes.
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