
 

JOB APPLICANT PRIVACY NOTICE  

This privacy notice relates to job applicants applying for employment with Farnfields Solicitors, it 
outlines what you should expect in relation to the personal information that we (Farnfields) collect 
and process in line with your job application.  It also explains how we keep your information secure 
and details the various rights you have.  

We take data protection seriously and are committed to meeting data protection obligations and 
keeping your personal information safe and secure. 

Fiona Thomas, Managing Partner, is the firm’s Data Protection Officer and COLP/Risk Manager, 
she can be contacted at fiona.thomas@farnfields.com.  Alternatively, please contact Brian Noctor, 
Practice Manager, at brian.noctor@farnfields.com.  Farnfields LLP is the Data Controller.   

Information you give to us, or we collect about you? 

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

 details of your qualifications, skills, experience and employment history; along with other 
information that has been provided to us, for example on your CV; 

 information on your remuneration and benefit level and work pattern availability;  

 information you give us by visiting our website (please refer to our cookies policy) and via phone 
and written correspondence; 

 information about your entitlement to work in the UK, which is required by law;  

 whether or not you have a disability for which we need to make reasonable adjustments during 
the recruitment process, this is to ensure fairness and legal compliance; 

 we may carry out psychometric testing for certain roles in order to assess candidate suitability 
and role fit, where we do this it is under the basis of legitimate interests by the firm;  

 sight of original qualification certificates to verify against CVs and applications submitted; 

 your suitability for the position;  and 

 information from pre-employment checks about your suitability to work for us where offered a 
position; such as references, pre-employment forms and Disclosure Barring Service checks 
(DBS checks) where applicable for the role and in line with the law. 

Where we collect your information from? 
 
We collect the above information in a number of ways, such as through CVs (from you direct, a 
recruitment agency or individual referring you), through application forms, pre-employment 
information forms after an offer of employment has been made, details from your qualification 
certificates and identification documents.  We may also collect information from other sources such 
as online job board websites, online CV libraries, Linked In, corporate websites and through 
discussions with you and the recruitment agency.  Information can be passed verbally, via 
electronic systems and hardcopy.    
 
We will share certain data with third parties, this is typically where your application is successful 
and you accept employment with us, such as the Disclosure Barring Service (DBS checks) where 
required for the role and permitted by law, with former employers to obtain references and from 
occupational health providers in line with a legal basis for processing if we need to establish your 
fitness to work after an offer of employment has been made, or to assist with reasonable 
adjustments for a disability.  
 
On what legal basis do we process your information? 

We use your personal data in accordance with one or more legal basis specified under data 
protection legislation, for example: 

 where it is necessary for our legitimate interests (or those of a third party) and your interests 
and fundamental rights do not override those interests;  

 to comply with a legal or regulatory obligation; or 

 where we have your consent. 
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We will only use your personal data for the purposes for which we have collected it, unless we 
consider that we need to use it for another reason and that reason is compatible with the original 
purpose.  If we want or need to rely on consent to lawfully process specific data on you we will 
request this from you, and where given you have the right to freely withdraw your consent at any 
time. 

Purpose of processing your information 

We use information held on you in the following ways: 

 to assess your suitability for employment with us; 

 run effective and fair recruitment campaigns; 

 to keep you informed of suitable opportunities as they arise, where you agree to this; 

 to deal with complaints and defend against legal claims;  

 to carry out pre-employment checks where you accept an offer of employment with us; such 
as requesting references; and 

 where successful to be able to enter into a contract of employment with you. 

We have a legitimate interest in collecting and processing your information, this is in order for us 
to be able to process your job application to assess your suitability for employment and to carry 
out a fair recruitment process.  You are under no obligation to provide your information to us, but 
where information is not provided we may not be able to progress your application with us properly, 
or progress at all.      

We also need to ensure that we meet our legal obligations, for example verify your right to work in 
the UK and to make reasonable adjustments during the interview process for candidates with a 
disability. 

Where relying on the legitimate interests legal basis we have considered whether or not these 
interests are overridden by the rights and freedoms of candidates and after consideration have 
concluded they are not.  
 

If we hold special category information about you (e.g. medical information relating to a disability 
where reasonable adjustments are required) we will only use that information for proper purposes 
allowed by law, or with your explicit consent, for example: 

 where you notify us you have a disability and may require reasonable adjustments; and 

 where you have accepted an employment offer with us to conduct DBS checks as part of our 
risk management approach where the role requires and in line with the law;  

Who might we share your information with? 

Your information is processed internally with members of staff who require access for the 
recruitment process, there are however times where it is necessary for us to pass on information 
to third parties however this is typically after an offer of employment has been made and accepted.  
For example: 

 we may be audited or checked by third parties in some circumstances, which may enable them 
to see some information about you; 

 we may need to pass on information to service providers, such as legal advisers; and 

 where an application is successful for pre-employment checks; such as obtaining references 
from former employers, the Disclosure and Barring Service for a DBS check, where the role 
requires this and occupational health providers, for the provision of their services.   Our Staff 
Privacy Notice is included in the offer pack sent to all successful candidates. 
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Automated decision making 

Recruitment decisions are not based solely on automated decision making. 

Your rights 

You have various rights as a data subject, you can: 

 require us to change your information if it is inaccurate or incomplete; 

 require us to delete or remove your data where there is no good reason for us to process it; 

 to  access and obtain a copy of your data upon request to us; 

 to object to your data being processed where we are relying upon legitimate interests as the 
legal basis for processing.  You may also ask us to stop processing your data for a period if the 
data is inaccurate or there is a dispute about whether or not your interests override our 
legitimate ground for processing data; and 

 you may withdraw your consent where consent is the specific legal basis used for processing.  

We seek to keep your personal data correct and up to date.  Please let us know if your personal 
data changes and also if you believe the information we hold on you needs to be corrected or 
updated.     

How long do we keep your information for? 

We will only keep your information for as long as is necessary, your information will be kept 
throughout your job application.  Where employment is offered and accepted your information will 
be used to set up a contract with us.  For unsuccessful candidates we will hold your application 
and details for 12 months from the date of your application, beyond this your application and 
personal information is destroyed.  

If you are not successful in your application, or where you send us your CV speculatively, we may 
ask if you  are happy for us to consider you for other employment opportunities that arise within six 
months of your original application.  We will only consider you for other employment opportunities 
during this period where you give us your consent, which you can freely withdraw at any time.      

Complaints about the use of your personal data 

If you wish to raise a complaint on how we have handled your personal data please contact Brian 
Noctor, Practice Manager at brian.noctor@farnfields.com. 

If you are not satisfied with our response, or believe we are not processing your personal data in 
accordance with the law, you can complain to the Information Commissioner’s Office (the ICO).     

Security 

We take the security of your information seriously and have internal procedures and controls in 
place to ensure your information is securely stored and can only be accessed by those who require 
it in order to fulfil their duties.   Our systems are protected with appropriate software, with daily 
back-ups, to ensure your information is protected and we operate a clear desk policy.  

During the recruitment process your data is held on secure servers within the European Economic 
Area (EEA) with all reasonable technological and operation measures put in place to safeguard it 
from unauthorised access.    

Where we use third parties to process information on our behalf we ask them to demonstrate their 
compliance with relevant data protection legislation and to maintain confidentiality.  
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Policy review and change 

This privacy notice will be reviewed periodically and we reserve the right to update the notice 
where changes are required.  Where changes are made these an updated version will be placed 
on our website. Any questions relating to this notice should be directed to Brian Noctor, Practice 
Manager, in the first instance. 


