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1.
Introduction

The DfE Statutory Guidance for Schools and Colleges, ‘Keeping Children Safe in Education’, 2016, requires all schools to produce and maintain a Single Central Record of Recruitment and Vetting Checks (SCR), referred to as ‘the Register’. This requirement has been in place since 2007.

The 7 statutory checks outlined below must be carried out for all schools, however there are additional checks that need to be carried out for Independent Schools, Academies and Free Schools. Further information about the additional checks can be found in paragraph 16. 
2. 
How should the information be stored? 

There is no defined format for the Single Central Record. It is a matter for each school to determine whether the Single Central Record is held manually or in electronic form but it must be accessible at each school site.
Most schools will hold the Single Central Record in electronic form as an Excel document. Early versions of the NYCC templates are in Word format and schools have specifically asked us not to make significant changes to our templates so they still remain in their original state. However it is accepted that Excel spreadsheets are better suited for managing and maintaining your SCR. If this method is used then the records should all be on one Excel workbook although they may be held across different tabs within that workbook, per staff grouping. 
You should never leave an empty field, if not applicable insert n/a in the cell.

Our example template(s) can be found on the CYPS website under the safeguarding tab.
3.
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

· For Independent Schools, including academies and free school, all members of the proprietor body.  

· Supply staff employed by the school

· Supply staff engaged through an agency (see paragraph 7)
· Staff employed centrally by NYCC but working in individual schools on a regular basis e.g. FMS staff, Property Services staff (Cleaners, Caretakers), County Catering Staff and Peripatetic music service staff (see paragraph 8)
· All others who have regular contact with children at the school which meets the ‘old or ‘new’ definition of Regulated Activity Link to Definition of regulated activity and supervision guidance: (see DBS Policy document). including:

· Volunteers

· Trainee teachers* 
· Third Party Staff brought into school to provide additional instruction to pupils e.g. sports coaches, artists, musicians etc. 

· ‘Contractors’ (see paragraph 9)
* Trainee teachers directly employed by a school must be cleared in the same way as other employees. Where trainee teachers are placed by a training provider, it is the 

responsibility of Initial Teacher Training providers to carry out the necessary checks and for schools to obtain written confirmation and record that these have been carried out.
People should 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 return.  You would of course need to re-complete checks as required. The SCR should be a “live” record, at all times. 
4. 
Who doesn’t need to be on the SCR?
People working on a truly ad hoc basis in the school, will not be required to be entered on the SCR as they are not usually in the school on a frequent basis.  Although, such staff may still meet the definition of Regulated Activity on account of their attendance at a number of school sites during the course of their work, be subject to a DBS check from their employer and you would seek confirmation from their employer that this was in place.
Visitors for example, children’s relatives or other visitors to the Headteacher do not require a DBS clearance. Headteachers and Principals should use their professional judgement about the need to escort or supervise visitors. They do not need to be entered onto your SCR. 
5.
What information should the SCR contain?

The SCR must include the following statutory information. There are 7 checks which must be completed (if applicable) for all staff. Not every check is applicable for each category of staff eg.NCTL Prohibited List for Teachers check is not applicable for administration staff.  
· Identity, name, address, date of birth

· Barred List for Children check (Please note this is a separate check to the DBS and must have a separate entry on the SCR). 
· NCTL Prohibited List for Teachers check 
· Enhanced DBS Disclosure

· Right to work in the UK

· Overseas checks e.g. Certificate of Good Conduct (if applicable) for people who have lived or worked outside the UK
· A check of professional qualifications
The SCR must indicate whether particular checks are required and when each check was carried out. It is no longer a requirement to record the name of the person making the checks but we advise still recording their initials.
6.
What evidence must be seen and retained?

The processes for obtaining checks and details of acceptable evidence are contained in the Recruitment Clearances section of the CYPS website site under the “Recruitment” tab then “Additional Policy Guidance – Clearances”. 
7.
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 that, if required.  Further information is available in the ‘Prevention of Illegal Working – Managers’ Guide, September 2011’ which can be found under the Recruitment Clearances section of the schools’ HR intranet site. 
The school must:

· receive written confirmation, from the Agency, that all the necessary checks have been satisfactorily completed, including a check of the Children’s Barred List and NCTL Prohibited Teachers List to ensure the person supplied is not subject to a prohibition order or interim prohibition order. This must be recorded on the Single Central Record. A template email, for schools to send to other employers can be found in Appendix 1. 
· carry out its own identity checks to verify that the person who presents for work is the person the Agency has referred.
8.
Checks on Staff Employed Centrally by NYCC
For NYCC staff employed to work in your school on a regular basis (see 3 above) the school must: 

· receive written confirmation, from the appropriate NYCC Service, that all the necessary checks have been satisfactorily completed, including a check of the Children’s Barred List and NCTL Prohibited Teachers List (where appropriate) to ensure the person supplied is not subject to a prohibition order or interim prohibition order. This confirmation must be recorded on the Single Central Record
· carry out its own identity checks to verify that the person who presents for work is the person the Service has referred (the NYCC photo ID badge will suffice).
Please note - centrally employed staff will be subject to DBS re-checking on a random sample basis only. Their clearance is not otherwise time-limited.

From 1 April 2016 for those centrally employed staff that visit educational settings regularly, NYCC will ensure that staff, who now meet the definition of Regulated Activity, on account of their regularity of visiting various schools / settings  and academies, will be subject to DBS clearance. This includes the following staff groups: Relationship Managers, School Improvement Advisers, Health and Safety Advisers and HR Advisers. Such staff, who are only in your individual school on an ad hoc basis are not required to be on the SCR.

Please note this does not mean that all NYCC staff are DBS cleared.  
9.
Checks on Contractors 
Contractors working on site will not normally have access to children nor need to be included on the SCR, but if they do then the appropriate checks need to be made or confirmed through their employer. Detailed guidance is available on the CYPS website under the Recruitment tab.  
With effect from 1 April 2016, for those NYCC approved contractors that now meet the definition of Regulated Activity, an enhanced DBS, and barred list check will be undertaken. You can be assured that such requirements will be incorporated into the contractual arrangements. If Contractors meet the definition of regulated activity, in your school, (they are present on site, with access to children, on a weekly basis or 4 days in a 30 day period) then they should be recorded on your SCR, and you will need confirmation from their employer that the relevant checks have been undertaken, in the same way as paragraph 7 above.
Please note, if schools and academies engage with contractors outside of the approved list and these contractors meet the definition of regulated activity, there will be a requirement to satisfy yourselves, by seeking confirmation from the employer that the correct level of DBS clearance is in place. This does not mean you require sight of a DBS certificate, only confirmation from their employer that clearance is in place. These types of contractors, if regularly in your school, should also be added to your SCR. 

If schools and academies engage with contractors outside of the approved list and these contractors do not meet the definition of regulated activity, there may also be a requirement to seek confirmation from the employer what, if any, level of DBS clearance is in place. This may help you decide how much supervision needs to be put into place whilst that contractor is on site. These types of contractors do not need to be added to your SCR. 
10.
Checks on Freelance Tutors and Coaches 
Tutors and coaches who will have regular access to children (e.g. freelance music teachers or sports coaches provided by a football club, other self-employed persons) will need appropriate checks and  be placed on the SCR. 
It is important for schools to ensure the correct employment status for such people is applied by oversight of business registration documents, insurance cover and that clear contractual documentation is in place to show that services are being provided on a genuine self-employed basis.
11.
Checks on Volunteers

Whether DBS checks are required on volunteers depends on their level of access to children and should be subject to a risk assessment.  Those meeting the new definition of Regulated Activity require an Enhanced DBS check and a DBS barred list check. For those meeting the old definition of Regulated Activity this will be an Enhanced DBS check only Link to Definition of regulated activity and supervision guidance: (see DBS Policy document).  
To qualify for a free DBS check a volunteer must meet the DBS definition of volunteer, which is someone who spends unpaid time doing something of benefit to others. 
Someone undertaking work experience does not qualify for a free DBS check as this is for their own benefit.

For detailed information on the recruitment and clearance of volunteers see: Recruiting and Working with Volunteers
12.
Checks on Governors

It is not a statutory requirement for Governors in maintained schools to be recorded on the SCR. However it is now a statutory requirement to undertake an Enhanced DBS (This has been NYCC policy for some time) and to evidence this has been undertaken it is recommended the information is retained within the SCR. If maintained in excel format, a separate tab for Governors would be useful.
A DBS barred list check cannot be undertaken in respect of governor duties alone (because the definition of Regulated Activity is not met).  However, if the Governor will also be undertaking volunteering activities then section 11 above will apply. Please check paragraph 16 for additional information about reference arrangements. 
13.
Ofsted Inspections and the SCR
Administrative errors identified by Ofsted inspectors during inspections of the SCR are treated as follows: -

Ofsted expects schools to be able to demonstrate that they meet all regulations and duties for the purposes of the safeguarding judgement under leadership and management in the School inspection handbook.  Inspectors will check the school’s single central record early in the inspection with the expectation that it will be complete and meet statutory requirements.
However, if there is a minor administrative error such as the absence of a date on the record, and this can be easily rectified before the final team meeting, schools will be given the chance to resolve the issue.
Ofsted has established a definition for ‘administrative errors’ in relation to the single central record (see below). No allowance will be made, for example, for breaches to the requirements for the DBS disclosures.
Administrative errors may be defined as follows:
· Failure to record one or two dates.
· Individual entries that are illegible. 
· One or two omissions where it is clear that the information is already held by the school but the school has failed to transfer over the information in full to the single central record.
For full details of Ofsted practice please see: https://www.gov.uk/government/publications/ofsted-safeguarding-policy
14.
A few DBS reminders… 
(a) How often are re-checks required? 
NYCC carries out a 10% random sample re-check across all schools, with some specific exclusions to be agreed with schools who consider themselves to have ‘high risk’ roles for example in Residential or Special Schools who may wish to have a tighter regime on some or all roles.

Schools may wish to depart from this element of the NYCC DBS policy. This departure must involve full Governing Body consideration of this issue and a formal written statement of the decision to be excluded from the random sample, along with the rationale for doing so, must be minuted.  This should also be sent to NYHR@northyorks.gov.uk and retained at school as a clear audit trail of the Governing Body’s decision making process.

(b) Portability of DBS Clearances

NYCC policy makes it clear that DBS clearances can be portable between NYCC schools where an employee is moving to a similar role (e.g. teaching to teaching) and there has been no break in service, including between maintained and voluntary aided schools. However, voluntary aided schools may choose, as the employer, to undertake a new clearance at their discretion.

NYCC continues with the policy of not allowing portability for staff new to NYCC, including in maintained schools where NYCC is the employer.  However, where an individual has registered with the DBS Update Service (very few have so far) it makes sense to take advantage of the ability to access the information more quickly and at no cost (because a new DBS check will not be required) and so, where schools determine that an individual has registered, they can, if they wish, ask the prospective employee for their details in order to access the system and obtain their DBS details.  These details can then be recorded on the SCR and provided to the Employment Support Service for the employee record. The link below provides more details about the DBS update service - 

https://www.gov.uk/government/publications/dbs-update-service-employer-guide/dbs-update-service-employer-guide
Where NYCC is not the employer, e.g. Voluntary Aided Schools, Academies, schools may depart from this stance if they wish to do so.  However, we would recommend that this is following careful consideration and a full Governing Body decision.  Our recommendation would be to adopt the NYCC stance of not accepting portability.  Schools wishing to have a further discussion about this should contact their nominated HR Adviser in the first instance.
15.
Good practice recommendations for the SCR
The checks outlined above are the statutory entries on the Single Central Record. Although the following checks are statutory requirements, outlined in KCSIE, they are not a statutory requirement to be recorded on the SCR: NYCC recommend you include them so you have one comprehensive record of all recruitment checks.
(a) References 
Please note that the obtaining and checking of references is a vital part of safer recruitment for staff and volunteers. However, it is not a statutory requirement to record this on the Single Central Record but we have included a references column on our templates. 
There is no requirement on schools to obtain references for Governors.
(b) Disqualification by Association 
It is not a statutory requirement for this information to be recorded on the Single Central Record. However regulations require schools to check with any existing or new member of staff who works in EYFS or provides or manages under-8 childcare provision, that neither they nor someone who lives or works in their household, has been disqualified to work with children under one of the disqualifying criteria.  There has been a recent consultation to review these Childcare (Disqualification) Regulations but the outcome has not yet been published.
More information can be found on the Disqualification by Association section of the Department of Education website. 
Medical Clearances 
School may wish to record the medical checks they have completed on new members of staff on the SCR as well. These checks must have been completed to verify the person’s suitability to start in the post. 
16. 
Independent, Free Schools and Academies 
There are additional SCR requirements for Independent, Free Schools and Academies:

For independent schools, including academies and free schools, all members of the proprietor body should also be included on the SCR. 

In addition to the 7 statutory checks, independent, free schools and academies need to complete a section 128 check. A section 128 direction prohibits or restricts a person from taking part in the management of an independent school, including academies and free schools. A person who is prohibited, is unable to participate in any management position, including but not restricted to the below – 
· Any management position 

· A trustee of an academy or free school trust 

· A Governor with management responsibility

· A member of a proprietor body for an independent school 

A check for a section 128 direction can be carried out using the Teacher Services’ system. Where the person will be engaging in regulated activity, a DBS barred list check will also identify any section 128 direction. 
Since September 2013, schools have had to carry out a prohibition check on teachers 

through the NCTL Teachers Service. For locally maintained schools the check is

mandatory for teachers only. However, in Independent Schools, Academies and Free

Schools, teachers do not need to have QTS, but the NCTL, through their secure portal, 

ensure checks can be made on all staff carrying out “teaching work” whether they have 

QTS and a teacher reference number or not. 

The definition of teaching work is set out in the Teachers’ Disciplinary (England) 

Regulations 2012.

Independent Schools and Academies should undertake the check on staff doing

“teaching work” and record the check on their SCR. This may bring some support staff 

in scope of the check.

Appendix 1 

Template Email to third party employers

Dear EMPLOYERS NAME 
SINGLE CENTRAL RECORD

In accordance with Keeping Children Safe in Education, I require written confirmation that all necessary pre-employment checks have been satisfactorily completed before the member of staff can commence work in our School. Please can you confirm via email that the following checks have been carried out for NAME, JOB TITLE - 

 

1. That you have checked their identity, name, address and date of birth

2. A Barred List for Children check

3. An NCTL Prohibited List for Teachers check (if applicable)
4. That they hold a clear Enhanced DBS Disclosure (if the Disclosure is not clear, further  

   details will be required)
5. That you have checked their right to work in the UK
6. That you have any overseas checks e.g. Certificate of Good Conduct  for
   people who have lived or worked outside the UK

7. A check of professional teaching qualifications (if applicable) 

For Independent Schools, Free Schools and Academies only – 

8. A section 128 check

 

The school also need to carry out their own identity checks when the person reports to school to verify they are the correct individual, therefore please ensure that your employee arrives with photographic ID badge or please provide a photograph in advance of them arriving. 
 

Once I have received confirmation that all the necessary checks have been completed and I have received a photograph the employee can start work at SCHOOL NAME. 

 

Many thanks for you co-operation

NAME  

Appendix 2 

Risk Assessment Decision Sheet - 
Starting work without all new starter documentation in place 
This risk assessment should be completed to help determine whether a member of staff should start employment before the necessary new starter documentation and clearances are in place. 

	Name
	

	Role 
	

	Proposed start date
	

	Expected date for documents
	

	Document(s) missing
	


Is this person in Regulated Activity? 

Yes 

No  

Please state the reason for the person starting without the correct documentation – 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

Please list below the possible hazards of starting this person without the correct documentation, what control measures you will put into place to reduce the risk and whether the risk is low, medium or high. 

Example - If you decide to start a teacher in post before the DBS certificate is back (contrary to NYCC policy) a potential hazard could be that you are not fully aware of that person’s background. However, you may have reduced this risk by checking their references and verifying that the teacher in question was employed at another school in the last three months. If the person’s proposed start date and their last day at their previous school or college are less than three months apart, then there is no statutory requirement to obtain a new Enhanced DBS check, where staff are transferring to similar work. However, it is NYCC policy for a new DBS check for all staff who are new to NYCC. Therefore, given that there is sufficient other information, the person could be assessed to be of low risk, particularly if there is also supervision in place. 

	Hazard Identified 
	Control Measure 
	Risk Level 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Do you think the risk/s are adequately controlled with the above measures? 

Yes                 No 

If no and you believe the risk is still too high, please do not start the employee in post. 


Authorisation to start the employee in post – 
Headteacher (Print Name) 

…………………………………………………………………………………………………….

Headteacher (Signature) 

……………………………………………………………………………………………………….

Date ……………………………..

Retain this form on the personal file for future reference.
North Yorkshire HR (NYHR) 

North Yorkshire County Council, County Hall, Northallerton, North Yorkshire, DL7 8AD 

01609 798343 

NYHR@northyorks.gov.uk
http://cyps.northyorks.gov.uk/
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