Olive Academies’ safer recruitment and selection
statement
Olive Academies is committed to safeguarding and promoting the welfare of
children and young people in our academies:
•
•
•

safeguarding and promoting the welfare and safety, and the spiritual, moral, social and cultural
development of children and young people
promoting equality of opportunity and community cohesion where the diversity of different
backgrounds and circumstances is appreciated and positively valued
promoting the fundamental British values of democracy, the rule of law, individual liberty and
mutual respect and tolerance for those with different faiths and beliefs

Please read our Child Protection and Safeguarding Policy here:
https://www.oliveacademies.org.uk/governance-2/
We will implement robust recruitment procedures and checks for appointing staff and volunteers to
ensure that reasonable steps are taken not to appoint a person who is unsuitable to work with children,
or who is disqualified from working with children, or does not have the suitable skills and experience
for the role.
Shortlisting
Only those candidates meeting the right criteria will be taken forward from application.
Pre-employment vetting
As part of our safer recruitment and selection process, we operate a strict pre-employment checking
procedure. Successful applicants will be required to undergo the checks outlined below.
Disclosure
OA requires all employees to undertake an enhanced DBS check before they start. A previously
issued Disclosure and Barring Service Certificate will only be accepted in certain restricted
circumstances or where you subscribe to the DBS update service and the appropriate online status
checks have been satisfactory. Please ask to see a copy of our DBS procedures for further
information.
You are required, before appointment to disclose any unspent conviction, cautions, reprimands or
warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure
may lead to termination of employment. However, disclosure of a criminal background will not
necessarily debar you from employment. This will depend upon the nature of the offence(s) and
when they occurred.
Where an applicant is not normally resident in the United Kingdom, or has been resident outside the
United Kingdom for more than 6 months, an additional police check will be carried out with the
normal or most recent country of residence.
Qualifications
If the post applied for requires a specific qualification, the applicant will be required to bring the
original certificate along to the interview. If the original certificate is unavailable, a certified copy of
the document must be provided by the issuing establishment.

Registration with a professional body
If the post applied for requires registration with a professional body, the applicant will be required to
bring the original certificate along to the interview. If the original certificate is unavailable, a
certified copy of the document must be provided by the issuing establishment. OA will verify
registration/membership with the relevant professional body.
References
Applicants are required to provide a minimum of two referees, one of whom must be your most
recent employer. One reference must be from a referee where the employment involved working
with children and/or young people.
If you have not previously worked with children and/or young people we may ask for a character
reference using an OA reference form from someone who can confirm your suitability to work with
children and/or young people. This would normally be someone in authority, e.g. a lecturer, doctor
or community leader. Please note that character references are normally only accepted as a
supplement to an employer’s reference.
In addition, OA will seek references from educational establishments for those applicants with no
previous employment history. Under no circumstances will open references or testimonials (i.e.
addressed “to whom it may concern”) be accepted.
References from previous and current employers will be taken up for shortlisted candidates, except
if you have specifically indicated that you would prefer us to contact them only if you are made an
offer of appointment. Where necessary, employers will be contacted to gather further information.
Eligibility to work in the UK
OA has a legal obligation to check documentary evidence to confirm that all potential employees are
eligible to work in the UK.
Medical assessment
All offers of appointment will be subject to the satisfactory outcome of medical checks where
appropriate.
We will keep and maintain a single central record of recruitment and vetting checks, in line with the
current DfE requirements.
Probation
All new staff will be subject to a probation period of three or six months (dependent on post), which
may, in certain circumstances, be extended. The probation period is a trial period, to enable the
assessment of an employee’s suitability for the job for which they have been employed. It provides the
trust will the opportunity to monitor and review the performance of new staff in relation to various
areas, but also in terms of their commitment to safeguarding and relationships with students.
A commitment to encourage diversity
OA is committed to eliminating discrimination and encouraging diversity amongst our employees. Our
aim is that our workforce will be truly representative of all sections of society and that each employee
feels respected and able to give their best. To that end we are committed to the principles of equality
and fairness for all in our recruitment and employment practices and not to discriminate on any
grounds. We oppose all forms of unlawful and unfair discrimination.

Olive Academies’ candidate privacy statement
Data controller: Olive Academies, 95 Ditchling Road, Brighton, BN1 4ST
Data protection officer: Adam Tedesco, Olive Academies
As part of any recruitment process, we collect and process personal data relating to job applicants.
We are committed to being transparent about how we collect and use that data and to meeting our
data protection obligations.
What information do we collect?
We collect a range of information about you. This includes:
- your name, address and contact details, including email address and telephone number
- details of your qualifications, skills, experience and employment history
- information about your current level of remuneration, including benefit entitlements
- whether or not you have a disability for which we need to make reasonable adjustments during the
recruitment process
- information about your entitlement to work in the UK
- equal opportunities monitoring information, including information about your ethnic origin, sexual
orientation, health, and religion or belief
We collect this information in a variety of ways. For example, data might be contained in application
forms or CVs, obtained from your passport or other identity documents, or collected through
interviews or other forms of assessment.
We will also collect personal data about you from third parties, such as references supplied by
former employers, information from employment background check providers and information from
criminal records checks.
Data will be stored in a range of different places, including on your application record, in HR
management systems and on other IT systems (including email).
Why do we process personal data?
We need to process data to take steps at your request prior to entering into a contract with you. We
also need to process your data to enter into a contract with you.
In some cases, we need to process data to ensure that we are complying with our legal obligations.
For example, we are required to check a successful applicant's eligibility to work in the UK before
employment starts.
We have a legitimate interest in processing personal data during the recruitment process and for
keeping records of the process. Processing data from job applicants allows us to manage the
recruitment process, assess and confirm a candidate's suitability for employment and decide to
whom to offer a job. We may also need to process data from job applicants to respond to and
defend against legal claims.
We process health information if we need to make reasonable adjustments to the recruitment
process for candidates who have a disability. This is to carry out our obligations and exercise specific
rights in relation to employment.

Where we process other special categories of data, such as information about ethnic origin, sexual
orientation, health, religion or belief, age, gender or marital status, this is done for the purposes of
equal opportunities monitoring with the explicit consent of job applicants, which can be withdrawn
at any time.
We are obliged to seek information about criminal convictions and offences. Where we seek this
information, we do so because it is necessary for us to carry out our obligations and exercise specific
rights in relation to employment.
If your application is unsuccessful, we will keep your personal data on file in case there are future
employment opportunities for which you may be suited. You are free to withdraw your consent to
this at any time.
Who has access to data?
We do not share information about you with any third party without your consent unless the law
and our policies allow us to do so. Where it is legally required, or necessary (and it complies with
data protection law), we may share personal information about you with:
- Suppliers and service providers – to enable them to provide the service we have contracted them
for, such as HR and recruitment support
- Professional advisers and consultants
- Employment and recruitment agencies
Your information will be shared internally for the purposes of the recruitment exercise. This includes
members of the academy staff who carry out HR activities, central staff and interviewers involved in
the recruitment process, managers in the business area with a vacancy and IT staff if access to the
data is necessary for the performance of their roles.
In order to meet our duties under Keeping Children Safe in Education, we are required to obtain
references from your former employers as part of the interview process. We will not share your data
with third parties for this purpose without your consent.
The organisation will share data with third parties with employment background check providers to
obtain necessary background checks and the Disclosure and Barring Service to obtain necessary
criminal records checks. We will not transfer your data to countries outside the European Economic
Area or any company that is not included in the EU-US Privacy Shield.
How do we protect data?
We take security of your data seriously. We have internal policies and controls in place to try to
ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed
except by its employees in the performance of their duties. For more information, please refer to the
OA Data Protection Policy.
Where we engage third parties to process personal data on our behalf, we do so on the basis of
written instructions, are under a duty of confidentiality and are obliged to implement appropriate
technical and organisational measures to ensure the security of data.
How long we keep your personal information?
If your application for employment is unsuccessful, we will hold your data on file for up to 6 months
after the end of the relevant recruitment process. At the end of that period or once you withdraw
your consent, your data is deleted or destroyed.

If your application for employment is successful, personal data gathered during the recruitment
process will be transferred to your personnel file and retained during your employment. The periods
for which your data will be held will be provided to you in a separate Privacy Statement (supplied
with your contract).
Your rights
You have the right to:
- ask for access to your personal information; this is called a ‘subject access request’
- ask for rectification of the information we hold about you
- ask for the erasure of information about you
- ask for our processing of your personal information to be restricted
- data portability
- object to us processing your information.
If you make a subject access request, and if we do hold information about you, we will:
- give you a description of it
- tell you why we are holding and processing it, and how long we will keep it for
- explain where we got it from, if not from you
- tell you who it has been, or will be, shared with
- let you know whether any automated decision-making is being applied to the data, and any
consequences of this
- give you a copy of the information in an intelligible form
You may also have the right for your personal information to be transmitted electronically to
another organisation in certain circumstances.
If you want to use your rights, please contact: Adam Tedesco, Director of Operations, Olive
Academies
If at any time you are not happy with how we are processing your personal information, then you
may raise the issue with the Data Protection Officer. If you are not happy with the outcome, you
may raise a complaint with the Information Commissioner’s Office: Information Commissioner's
Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. Tel: 0303 123 1113 (local rate) or
01625 545 745 if you prefer to use a national rate number.
What if you do not provide personal data?
You are under no statutory or contractual obligation to provide data to us during the recruitment
process. However, if you do not provide the information, we may not be able to process your
application properly or at all.
You are under no obligation to provide information for equal opportunities monitoring purposes and
there are no consequences for your application if you choose not to provide such information.
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