Text in bold=statutory requirements of the SCR


Single Central Record of Recruitment and Vetting Checks            School Employed Staff (including directly employed supply/relief staff) Example
	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks
	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials of checker 
	Required Qualification documents seen (list below)
	Date and Initials of checker
	Check
	Clearance received/date/
Initials of checker 
	Satisfactory references received/date/ initials of checker

	Name
	Name/Date of Birth
	
	
	e.g. Qualified teacher status
	
	Enhanced DBS Disclosure

No:
	Yes/No                                  Date:
	Referee 1:

	Job Title
	Address
	
	
	
	
	DBS Barred List for Children
NCTL Prohibited List (teaching staff)
	Yes/No                                  Date:

Yes/No                                  Date:
	Satisfactory:            Yes/No

Date Received:

	Start date

	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date:
	Referee 2:

	
	Right to Work in UK
	
	
	
	
	Pre-employment Medical report
	Yes/No                                  Date:
	Satisfactory:            Yes/No

Date Received:

	
	
	
	
	
	
	Disqualification Regs (if applicable)
	Yes/No

Date:
	

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials of checker
	Relevant Qualification documents seen (list below)
	Date and Initials of checker
	Check
	Clearance received/date/
Initials of checker
	Satisfactory references received/date/initials of checker

	Name
	Name/Date of Birth
	
	
	e.g. Qualified teacher status
	
	Enhanced DBS Disclosure

No:
	Yes/No                                  Date:
	Referee 1:

	Job Title

	Address
	
	
	
	
	DBS Barred List for Children
NCTL Prohibited List (teaching staff)
	Yes/No                                  Date:

Yes/No                                  Date:


	Satisfactory:            Yes/No

Date Received:

	Start Date

	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date:
	Referee 2:

	
	Right to Work in UK
	
	
	
	
	Pre-employment Medical report
	Yes/No                                  Date:
	Satisfactory:            Yes/No

Date Received:

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


Single Central Record of Recruitment and Vetting Checks                           Agency Supply Staff, NYCC supplied contract staff  and
                                                                                                                             Trainee Teachers placed by ITT Provider organisations
	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks

	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials of checker 
	Required Qualification documents confirmed by agency
	Date and Initials of checker
	Check

Confirmed by Agency/NYCC?
	Confirmation received from Agency/date/

Initials of checker 
	Satisfactory references 

Confirmed by Agency?

Date/initials of checker

	Name
	Name
	e.g. Photo ID provided by Agency/NYCC
	
	e.g. Qualified teacher status confirmed by agency
	
	Enhanced DBS Disclosure

 
	Confirmed by Agency Y/N                                Date:
	

	Job Title
	Address
	N/A
	
	
	
	DBS Barred List for Children 

NCTL Prohibited List (teaching staff)
	Confirmed by Agency Y/N                                Date:
Confirmed by Agency Y/N                                Date:                            
	Date Confirmed:

	Start date


	Nationality
	N/A
	
	
	
	Overseas Check

(If appropriate)
	Confirmed by Agency Y/N                                Date:                            :
	

	
	Right to Work in UK
	Confirmed by Agency/NYCC Y/N
	
	
	
	Pre-employment Medical report
	Yes/No                                  Date:
	

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


Single Central Record of Recruitment and Vetting Checks                                                                 Self employed Freelance tutors/coaches Example

	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks
	 REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials
	Relevant Qualification documents seen (if a Teacher)
	Date and Initials
	Check
	Clearance received/date/

Initials 
	Satisfactory references received/date / initials

	Name
	Name/Date of Birth
	
	
	
	
	Enhanced DBS Disclosure

No:
	Yes/No                                  Date:
	Referee 1:

	Job Title
	Address
	
	
	
	
	DBS Barred List for Children
NCTL Prohibited List (teaching staff)
	Yes/No                                  Date:

Yes/No                                  Date:
	Satisfactory:            Yes/No

Date Received:

	Start date


	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date:
	Referee 2:

	
	Business registration documents, insurance cover, contractual agreement
	
	
	
	
	Pre-employment Medical report
	 N/A
	Satisfactory:            Yes/No

Date Received:

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


Single Central Record of Recruitment and Vetting Checks                                                                                  Governors Example

	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED (Depending on type of Goveror, see Guidance) 
	QUALIFICATIONS


	DBS and other checks
	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials
	Relevant Qualification documents seen (list below)
	Date and Initials
	Check
	Clearance received/date/

Initials 
	Satisfactory references received/date / initials

	Name
	Name/Date of Birth
	
	
	N/A
	N/A
	Enhanced DBS Disclosure

No:
	Yes/No                                  Date:
	N/A

	Job Title
	Address
	
	
	
	
	DBS Barred List for Children
	N/A unless in Regulated Activity
	

	Start date


	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date:
	N/A

	
	Right to Work in UK
	N/A
	
	
	
	Pre-employment Medical report
	N/A
	

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


          Single Central Record of Recruitment and Vetting Checks                                                         Volunteers In Regulated Activity Example
	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks
	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials
	Relevant Qualification documents seen (list below)
	Date and Initials
	Check

If applicable
	Clearance received/date/

Initials 
	Satisfactory references received/date / initials

	Name
	Name/Date of Birth
	
	
	N/A
	N/A
	Enhanced DBS Disclosure

No:

If required)
	Yes/No                                  Date: 
	Referee 1:

	Job Title
	Address
	
	
	
	
	DBS Barred List for Children
	Yes/No                                  Date:
	Satisfactory:            Yes/No

Date Received:

	Start date


	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date:
	Referee 2:

	
	Right to Work in UK
	N/A
	
	
	
	Pre-employment Medical report
	N/A
	Satisfactory:            Yes/No

Date Received:

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


Single Central Record of Recruitment and Vetting Checks                                                   Volunteers Not in Regulated Activity Example
	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks
	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials
	Relevant Qualification documents seen (list below)
	Date and Initials
	Check

If applicable
	Clearance received/date/

Initials 
	Satisfactory references received/date / initials

	Name
	Name/Date of Birth
	
	
	N/A
	N/A
	Enhanced DBS Disclosure

No:

If required)
	Yes/No                                  Date: 
	Referee 1:

	Job Title
	Address
	
	
	
	
	DBS Barred List for Children
	N/A                             
	Satisfactory:            Yes/No

Date Received:

	Start date


	Nationality
	
	
	
	
	Overseas Check

(If appropriate)
	N/A                               :
	Referee 2:

	
	Right to Work in UK
	N/A
	
	
	
	Pre-employment Medical report
	N/A
	Satisfactory:            Yes/No

Date Received:

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
	


Single Central Record of Recruitment and Vetting Checks                                                                                      Contractors Example

	…………..………

SCHOOL
	PHOTOGRAPHIC PROOF OF IDENTITY REQUIRED
	QUALIFICATIONS


	DBS and other checks
	EMPLOYMENT REFERENCES

	Employee Name/ Job/Start Date
	Items Verified
	Documents seen
	Date and Initials
	Relevant Qualification documents seen (list below)
	Date and Initials
	Check

If applicable
	Clearance received/date/

Initials 
	Satisfactory references received/date / initials

	Name
	Name/Date of Birth
	e.g. Photo ID provided by contracting company

	
	Normally N/A
	
	Enhanced DBS Disclosure

No:

(if required)
	Yes/No                                  Date: 
	N/A

	Job Title
	Address
	N/A
	
	
	
	DBS Barred List for children
	Yes/No                                  Date:  N/A unless in Regulated Activity
	

	Start date


	Nationality
	N/A
	
	
	
	Overseas Check

(If appropriate)
	Yes/No                                  Date: 
	N/A

	
	Right to Work in UK
	N/A
	
	
	
	Pre-employment Medical report
	N/A
	

	
	
	
	
	
	
	Disqualification Regs (if applicable
	Yes/No                                  Date:
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