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This flowchart offers a suggested approach to completing online searches for shortlisted applicants and advice on
how to inform candidates online searches form part of safeguarding arrangements in your organisation. At any
stage HR Advice can be sought on how best to proceed.

e The job description, advert and application should clearly state that
ADVERTISING STAGE an online search may be undertaken as part of the recruitment
process, on information available in the public domain. Candidates
should be encouraged to disclose anything that may be relevant to
their application.

e |dentify an individual to undertake the online searches. This
BETWEEN ADVERTISING AND individual should not be part of the decision making panel.
SHORTLISTING
e Ensure the individual has read the Guidance Notes for Online Checks
prior to commencing the checking process.

e Shortlisted Candidates invited to next stage of process and
reminded that online checks will be carried out.

e Checker provided with the list of shortlisted applicants nhames and
SHORTLISTING / PRE-INTERVIEW copy of their application form for reference.

o Checker completes the checks and documents process taken and
findings (suggest using the ‘Record of Online Search Checklist
form’).

e Results shared with the recruitment panel ahead of interview to
prepare any follow up questions or enquiries that might be needed
and raised with candidate.

e If and when further questions and enquiries are needed as a result
of the online search findings, panel should put the findings to the
candidate and record their responses.

INTERVIEW, ASSESSMENT AND

APPOINTMENT e In the event further enquire, investigation or additional checks are
required, the panel should arrange for these to be undertaken and
consider the findings before reaching a decision on the candidates
suitability for appointment.

e Documentation for successful candidate should be retained on their
HR file in line with GDPR. Documentation for unsuccessful
candidates should be retained for a period of 6 months minimum
and in line with GDPR.

e The search terms used for the check at shortlisting stage should be
re-visited on receipt of ID documentation collected during pre-
employment checks to consider whether further searches are
necessary (e.g. a name change not known of at the time of
shortlisting)

This flowchart has been produced in line with Keeping Children Safe in Education (KCSIE 2022)
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