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Background
Keeping Children Safe in Education (KCSiE) states “as part of the shortlisting process schools and colleges should consider carrying out an online search as part of their due diligence on the shortlisted candidates. This may help identify any incidents or issues that have happened, and are publicly available online, which the school or college might want to explore with the applicant at interview.”

Therefore, an online check should be included as one of the school’s usual pre-employment checks.  The main reasons for doing a search of an applicant’s online history are safeguarding and reputation. 

The Keys Academy Trust does not want to recruit anyone who is unsuitable to work with children and/or will bring the Trust into disrepute. Some areas to look for when conducting these searches are issues that are a potential transferrable risk – i.e. that raise concerns about the candidate’s suitability to work with children or in a school environment, and/or issues that have the potential to cause harm to the reputation of the school/Trust.  This may include content that evidences inappropriate or offensive behaviour, discrimination, drug or alcohol misuse and inappropriate photos or videos.  This online search should form part of the school’s usual pre-employment checks process.

Potential candidates can challenge prospective employers on the basis of discrimination.  Therefore, schools will need to ensure they make sure their decisions are based on justified reasons relating to suitability to work with children.

Be fair and consistent
Make sure that searches are carried out on all shortlisted candidates.  A record should be kept of which searches were undertaken and on what date.  

The Search
An online search should be made on Google only (not any social media sites) of the persons’ name (and where appropriate any other previous names) and should go back 5 years.  The Trust recommends searching across 5-6 pages of Google for these checks.  

These checks should be conducted for all candidates shortlisted for interview and should be conducted by the Operations Manager, unless the Operations Manager is on the interview panel.  Should this be the case the Trust will pick up these checks.  Please email hr@keysacademytrust.org with the application form(s) to request these checks to be completed.

Recording Online Searches
All checks should be recorded on the Online Search form (see Appendix A).  The purpose of this form is to record all checks undertaken. This provides evidence of the date and time of the checks and that there was consistency across all candidates at the shortlisting stage of the process. 

Carrying out the Checks
Step 1: 	Type candidate name into search engine (first name and surname usually suffice)

[bookmark: _GoBack]Step 2: 	Review results.  Not all results will be for the candidate in question and in some cases this will be obvious. However, it is essential that accurate identification of the correct individual is confirmed should any matters of concern arise.

Step 3:	Record results on the sheet.  Detailing where the information was found and the concern that has been highlighted.

Step 4: 	If any issues do arise that need following up, the record sheet should be passed to the recruiting manager (usually the Headteacher) to make a decision. This should be recorded on the Online Searches Decision Sheet (see Appendix B).

If no issues arise, the record sheet can be kept securely and confidentially with the candidate’s other recruitment paperwork and dealt with in same way in terms of storage and retention.  
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Appendix A

Online Search - Record Sheet

	Name of candidate:
	

	Post:
	
	School

	Date:
	
	Name of person undertaking the search:
	




	Area of Search:
	Comments (include URL if appropriate)
	Areas of concern for follow up

	General internet search engine – e.g. Google
	















	




If no issues arise, this record sheet can be kept securely and confidentially with the candidate’s other recruitment paperwork and dealt with in same way in terms of storage and retention.  

If any issues do arise that need following up, this record sheet should be passed to the recruiting manager (usually the Headteacher) to use the Online Searches Decision Sheet to consider the issue in more detail.
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Online Search Decision Sheet

Keeping Children Safe in Education states that “as part of the shortlisting process schools and colleges should consider carrying out an online search as part of their due diligence on the shortlisted candidates. This may help identify any incidents or issues that have happened, and are publicly available online, which the school or college might want to explore with the applicant at interview.”

This Decision Sheet is to be used by the recruitment decision-maker (usually the Headteacher) if any issues arise following online searches as part of your recruitment activities.  

The purpose of this decision sheet is to provide a way of making a balanced decision if any online searches conducted through the recruitment process raise any issues or concerns about an applicant’s suitability to work in a school.

Applicants must always be given the opportunity to discuss the issue or concern before the Headteacher makes a final decision whether to employ or not.  


Name of applicant: __________________________________________________


Post applied for: ____________________________________________________


	Details of issue or concern
	Notes / Manager comments

	Date of search
	

	Website(s) searched / OR Website that issue was identified
	

	Outline of the issue
	

	What is the potential risk identified? (physical, sexual, inappropriate behaviour, reputational harm, strategic impact, etc)
	

	Reason that the issue might raise a concern as to the candidate’s suitability for the position applied for
	






	Questions to consider
	Response (circle)
	Notes / Manager comments

	Has the identity of the individual been verified, i.e. it is definitely the same person as the applicant?
	
	

	Is the issue relevant to the position applied for?
	Yes / No
	

	Are you satisfied with the circumstances surrounding the issue, and the explanation offered by the candidate?
	Yes / No
	

	How do you regard the seriousness of the issue?
	
	

	Was the issue something that they posted or was posted about them?
	
	

	How long ago did the issue occur? 
	
	

	Was or is there a pattern of behaviour or was the issue a one-off?
	Pattern / One-off
	

	Is there the potential for any transferrable risk?
	Yes / No
	

	Were there any triggers or circumstances that brought on the issue that could either increase or decrease the transferability of the risk?
	Yes / No
	

	Have any code of conducts or professional expectations been breached?
	Yes / No
	

	If these behaviours transferred in to the work place what impact could this have? (consider children within the setting, employees, volunteers, and within the wider community etc)
	
	

	Is there any other information or facts that need to be established to inform decision making?
	
	




Decision:	Employ*   /   Do not employ*   ( *circle )

Rationale for decision made:




Headteacher name:		
		

Signature:								Date:


Please retain securely and confidentially along with the candidate’s other recruitment paperwork
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