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The Single Central Record: Checklist for Practice

Schools and colleges must keep a single central record in line with statutory guidance and associated legislation. The single central record must cover the following people: 

· all staff (including supply staff) who work at the school: in colleges, this means those providing education to children; 

· all others who work in regular contact with children in the school or college, including volunteers; and 

· for independent schools, including academies and free schools, all members of the proprietor body. 

Generally, the information to be recorded on these individuals is whether or not the following checks have been carried out or certificates obtained, the date on which the checks were completed and who completed the check:

· an identity check; 

· a barred list check; 

· an enhanced DBS check; 

· a prohibition from teaching check; 

· further checks on people living or working outside the UK; 

· a check of professional qualifications; and 

· a check to establish the person’s right to work in the United Kingdom. 

Retention of Evidence

Schools and colleges do not have to keep copies of DBS certificates in order to fulfil the duty of maintaining the single central record. In accordance with the requirements of the Data Protection Act, where the school chooses to retain a copy of a DBS certificate it should not be retained for longer than six months. A copy of the documents used to verify the successful candidate’s identity, right to work and required qualifications should be kept for the personnel file.
Supporting Guidance:

Part 3 of ‘Keeping Children Safe in Education’, DfE (2015)

Disqualification under the Childcare Act 2006: Statutory guidance for local authorities, maintained schools, independent schools, academies and free schools (February 2015)
P108 Recruitment and selection model policy for schools 

P112 Disclosure Barring Service (DBS) checks model policy for schools 

Acceptable Identification Documents for Disclosure and Barring Services Checks G112
P112b Employing people with criminal convictions policy 

 
G108f Recruitment and Selection - Guidance for Schools 

F112 Disclosure of criminal records from the Disclosure and Barring Service form 

F112a Single central record template 

F112b Commencing employment before DBS received - Risk Assessment 

F112c Childcare (Disqualification) Regulations check form (sample) 

F108a Evidence of entitlement to work in the UK 

MI 223/14 Prohibition Orders
MI 241/14 – Childcare (Disqualification) Regulations 2009
MI 235/14 – Childcare (Disqualification) Regulations
	
	Yes
	No
	Action Required?

	Is a single central record (SCR) in place for all staff (including supply staff)?
	
	
	

	Does the SCR include all others who work regularly or intensively with children including volunteers?
	
	
	

	Are all members of the proprietor body included on the SCR? (For independent schools, free schools and academies)
	
	
	

	Does the SCR indicate that identity checks have been carried out and by whom?
	
	
	

	Is there evidence on the SCR that all staff have been checked against the Barred List (previously List 99)? 
	
	
	

	Does the SCR record the date when the DBS and/or Barred List checks was carried out and who carried out the check?
	
	
	

	Does the SCR record that further overseas criminal checks have been undertaken as appropriate?
	
	
	

	Does the SCR record professional qualifications – where the qualification is a requirement of the job? 
	
	
	

	Does the SCR record evidence that a prohibition from teaching check has been carried out on all teaching staff employed since September 2013? 
	
	
	

	Does the SCR record evidence a check of ‘right to work’ in the United Kingdom and suitability checks as appropriate?
	
	
	

	Have all relevant staff been asked complete a declaration confirming that they are not disqualified in line with the Childcare Act 2006 and the (Disqualification) Regulations 2009? Is evidence of these checks included on the SCR?
	
	
	

	Have copies of documents used to verify identity, qualifications and right to work in the UK been placed in individual personnel files?

	
	
	


Procedures for maintaining and checking the SCR
Who is responsible for maintaining the SCR?
Member of SLT responsible for checking the accuracy of the SCR:

Regularity of checks on the SCR:

Date the SCR was last checked:

� NB Schools are not required to keep copies of DBS certificates and in line with the Data Protection Act, copies of DBS certificates should not be retained for longer than 6 months. 








1
Kelly Waters, Adviser – Education Safeguarding (May 2016)

[image: image1.png]_1524642397.bin

