Applicant Privacy Notice
Children's Adventure Farm Trust: Chief Executive Officer recruitment
Who we are
This notice explains what Children's Adventure Farm Trust (CAFT) does with the personal information you give us when you apply to be our Chief Executive Officer. Please read it before you send your application.
CAFT is a registered charity based at Millington, Cheshire. We are responsible for your information during this recruitment. If you have any questions about it, please contact Catherine Sandland at csandland.trustee@caft.co.uk
What we collect
1. Your application: your name, contact details, employment history, qualifications, supporting statement and the names of your referees.
1. Interview notes: the panel's notes and scores from any interviews, and your presentation.
1. Equal opportunities information: this is optional, kept separate from your application, and never seen by the people deciding who to shortlist or appoint.
1. Reasonable adjustments: any information you choose to share so we can support you through the process.
1. Self-declaration: information about criminal convictions, disciplinary matters and whether you are disqualified from acting as a charity senior manager. We only ask for this if you are shortlisted.
1. Pre-appointment checks: if you are offered the role, your references, proof of identity and right to work in the UK, qualification certificates and the result of a DBS check.
Why we use it
We use your information to run a fair recruitment, decide who to interview and appoint, and meet our legal and safeguarding duties. The law allows us to do this because:
1. you have asked to be considered for a job with us, and we need your information to do that
1. we have legal duties as an employer, such as checking your right to work
1. we have a duty to keep the children and families we work with safe
1. it is in our legitimate interest to recruit the right person fairly
Equal opportunities information is used only to check our recruitment is fair, and only as anonymous totals. Information about criminal records is used only where the law allows it for a role of this kind.
Who sees it
Your application is seen only by the trustees on the recruitment panel and the trustee overseeing safer recruitment. It is kept in a recruitment inbox and folder that other staff cannot see. We may also share it, where needed, with:
1. our HR adviser, WorkNest
1. your referees, once you have agreed
1. the Disclosure and Barring Service, for a DBS check
1. the full board of trustees, for the person we recommend for appointment
We never sell your information or use it for marketing.
Online checks
If you are shortlisted, we will look at publicly available information about you online, including public social media. This is part of good safer recruitment practice. We only look at what is public, and we will give you a chance to discuss anything we find before it affects a decision.
How long we keep it
1. If you are not appointed: we keep your information for six months after the recruitment ends, in case of any queries, and then delete it securely.
1. If you are appointed: your application and check results move to your personnel file. We record that a DBS check was done, but we do not keep a copy of the certificate.
1. Equal opportunities information: kept only as anonymous totals.
No decisions about you are made automatically by a computer. Every decision is made by people.
Your rights
You can ask to see the information we hold about you, ask us to correct anything that is wrong, or ask us to delete it. You can also withdraw your application at any time. To do any of these, contact Catherine Sandland at csandland.trustee@caft.co.uk
If you are unhappy with how we have handled your information, please tell us first so we can put it right. You also have the right to complain to the Information Commissioner's Office at ico.org.uk or on 0303 123 1113.

