Safeguarding – The Single Central Record – A Summary
1.
Introduction

The Safeguarding Children and Safe Recruitment in Education Guidance (DCSF 04217-2006BKT-EN available on www.teachernet.gov.uk/publications) which came into effect on 1 January 2007, requires all schools to produce and maintain a “Single Central Record of Recruitment and Vetting Checks”.
Details of the Single Central Record (SCR) and comprehensive guidance on all pre-employment checks are contained in the HR Model Recruitment Policy (Feb 2007, revised Nov 2008), Section 5.12.1, which has recently been updated.  This paper is an overview of the requirements and you should refer to the Recruitment Policy.  
2.
Who must be on the Single Central Record ?

All schools must keep and maintain a paper or electronic record of the checks which have been carried out on:

· All staff employed at the school

· Supply staff employed by the school

· Supply staff engaged through an agency (see 6. below)
· All others who have regular contact with children at the school including:

· Volunteers

· Governors who also work as volunteers

· Others brought into school to provide additional instruction to pupils e.g. sports coaches, artists etc. 

· ‘Contractors’? (see 7.below)
The SCR must be complete for all persons listed above engaged at the school at 1 January 2007 and all new persons from that date on an ongoing basis – irrespective of how long they are actually at the school (i.e. you must include agency supply staff even if they only come once).
People can be removed from the SCR when they have left employment or ceased to come into school – however they must be placed back on the list if they come back.  You would of course need to re-complete checks as necessary. 

3.
What information should the SCR contain?

The SCR must include the following information.
· Identity, name, address, date of birth

· Qualifications where these are legally required for the post

· GTC Registration – qualified teachers only

· List 99   
· Enhanced CRB Disclosure

· Right to work in the UK

· Overseas checks

The SCR must indicate whether particular checks are required and when and by whom each check was carried out.
A format for the SCR is at Appendix F of the aforementioned Model Recruitment Policy.

4.
What evidence must be seen and retained ?

The processes for obtaining checks and details of acceptable evidence are complex and are detailed in the Recruitment Policy and for CRBs and List 99 also on the Disclosure Unit Infolink site.  Below is a summary of the types of evidence which may be used.
The evidence seen must be copied and held on the employee’s personal file (or secure central file in the case of agency supply staff/contractors/volunteers).  These records will be scrutinised by Inspectors checking Single Central Records.

The retention of sensitive information such as these checks is permitted under Data Protection legislation, which allows the retention of sensitive personal data in connection with employment as it is required for Safeguarding purposes.

In the case of CRB checks, schools may copy documents checked for CRB purposes and hold them on file as proof of other checks (e.g. identity).  Schools may retain the Notification front sheet and the tear-off slip (from Disclosure Unit) confirming the CRB check has been completed and the Disclosure Number and Issue Date but must not keep copies of CRB Applications or the Disclosure Certificates.

	Check
	Proof required
	Examples

	Identity
	Identity

Name

Address

Date of Birth


	Passport or UK photo driving licence

Passport etc, birth (& marriage) certificate

Utility Bill

Passport, birth certificate

	Qualifications
	Those legally required for the job e.g. QTS, NPQH

For qualified teachers – GTC registration
	Original certificate

Original letter from awarding body

School must undertake check with GTC

	List 99
	Check undertaken 
	School must undertake check for all staff

CRB includes List 99 check

	CRB
	Disclosure Certificate
	School must undertake CRB if new employee not in possession of Essex check less than 2 years old or where the person in possession of such a check has had a break of more than 3 months

School must verify existing checks with Disclosure Unit.
(see detailed guidance in Recruitment Policy)

	Overseas

Workers
	UK or EEA Passport to verify permission

Work Permit

Leave to Remain
	Passport

School to obtain work permit

Original copy of leave to remain


6.
Who is responsible for checks on agency supply staff?
It is the Agency’s responsibility to carry out the checks listed above, and in addition to undertake pre-employment medical checks (where appropriate).  However, Agencies cannot apply for work permits – the school will need to do this.
The school must:

· receive written confirmation, from the Agency, that all the necessary checks have been satisfactorily completed:

· receive a copy, from the Agency, of any CRB certificates with Disclosure information (once an employment decision is made by the school the Certificate must be destroyed and the normal record (date and Disclosure number) retained);

· carry out its own identity checks to verify that the person who presents for work is the person the Agency has referred.
7.
Checks on contractors

Contractors working on site will not normally have access to children and therefore will not require safe recruitment checks nor need to be included on the SCR.  Schools should however check their identity and ensure they are supervised on the premises if children are on site.
However, contractors who will have access to children (e.g. music teachers or sports coaches provided by football club, self-employed persons) will need appropriate checks and to be placed on the SCR.

See the Recruitment Policy for detailed guidance on checks for these groups.

8.
Checks on Volunteers

Whether CRB checks are required on volunteers depends on their level of access to children.  In all cases however, other checks such as identity, List 99, references etc. must always be taken on volunteers.  

See the Recruitment Policy for detailed guidance on checks for these groups.  

