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REQUIRED CHECKS


The following checks must be completed before a person wishing to work with children starts work:


1. Criminal Records Bureau (CRB)


A CRB Disclosure (standard or enhanced as appropriate) must be obtained for anyone appointed to work with children. 


2. Identity


The employer must ask to see proof of identity (ID) before appointment to ensure that the person is who he/she claims to be (includes supply staff) e.g. birth certificate, driving licence, or passport and evidence of address. Photo ID should be seen unless none is available for exceptional reasons


3. List 99/Protection of Children Act List 


A check of List 99 and/or POCA list must be undertaken if a CRB Disclosure is outstanding at the time the person is due to start work. 


4. Legally required Qualifications


An employer must verify that any required qualifications or professional status are genuine.  Examples include: National Professional Qualification for Headship (NPQH); Qualified Teacher Status (QTS); General Teaching Council (GTC); General Medical Council (GMC)


5. Health


Anyone appointed to a post having regular contact with children must be medically fit. Employers should be satisfied that individuals are physically and mentally fit before confirming appointment. 


6. Right to work in the UK


New staff who have lived outside the UK must undergo the same checks as other staff.  Confirmation should be obtained of their right to work in the UK. A CRB Disclosure will not generally show offences committed abroad and if it is not sufficient to establish suitability, additional checks should be conducted e.g. certificates of good conduct, following up references by phone and letter.





A CRB Disclosure must not be disclosed to anyone who does not need it in the course of their duties. It must be kept in secure conditions and destroyed, by secure means, as soon as they are no longer needed. Copies must be handled in the same way as originals.  The CRB Code of Practice states that a CRB Disclosure should not be kept for more than 6 months after a decision is taken to appoint or employ an individual, except in exceptional circumstances.  





Amendments to the Police Act, however, allow employment agencies to pass Disclosure information to a school/college in order to assess a person’s suitability to work there. Also, the Conduct Regulations require employment agencies to keep records relating of applications from workers for at least a year. If an individual remains with an agency for more than 12 months, the CRB disclosure can be kept for up to 3 years to facilitate portability arrangements. This will take precedence over the CRB Code of Practice. 





Before the disclosure is destroyed, a record should be kept detailing the date the disclosure was obtained, who obtained it, the level of the disclosure, and the unique reference number. 





If information gained by the employer questions the candidate’s suitability to work with children, or he/she provides false information, the facts should be reported to the Police and/or DfES Children’s Safeguarding Operations Unit.





Further sources of information: 


Safeguarding Children and Safer Recruitment in Education  � HYPERLINK "http://publications.teachernet.gov.uk" ��http://publications.teachernet.gov.uk�                              


Guidance on Employment Agency Legislation � HYPERLINK "http://www.dti.gov.uk/employment/employment-agencies/index.html" ��http://www.dti.gov.uk/employment/employment-agencies/index.html�


Criminal Records Bureau � HYPERLINK "http://www.crb.gov.uk" ��http://www.crb.gov.uk�  








ENHANCED CRB checks


Prescribed purposes for Enhanced checks are:


Suitability for work which involves regularly caring for, training, supervising, or being solely in charge of persons under 18 


Registration for child minding or day care


Registration under the Care Standards Act for establishments, agencies and social care workers


Suitability to adopt or be a foster carer


Suitability to be included in or remain on a health service list e.g. GPs, Dentists


Suitability for a position in a school





maintained schools and fe colleges


Enhanced checks are mandatory for new staff in:


maintained schools, non-maintained special schools, voluntary aided and foundation special schools and PRUs. (includes those not working directly with children e.g. caretakers. admin staff. and those placed by an employment agency)


FE colleges for positions involving regularly caring for, training, supervising, or having sole charge of persons under 18. (Regular’ defined as 3 or more times in a 30 day period, or overnight)





Enhanced checks are not needed for those who, within the 3 months before their appointment, have worked in a:


school post having regular contact with children or any appointed to since 12/05/06


a FE college and regularly cared for, trained, supervised, or was in sole charge of children and young persons under 18





School governors need Enhanced Disclosure if: 


working regularly in the presence of children


involved in caring for, training, supervising or being in sole charge of children 


they give cause for concern


Others should be asked to sign a declaration confirming suitability to fulfil the role 

















visitors who have brief contact with children with a member of staff present


visitors or contractors only carrying out emergency repairs or servicing equipment; and not expected to be left unsupervised


volunteers or parents helping on one off outings not involving overnight stays, or at specific one off events e.g. sports day, fete


people on site before/after normal hours where children are not present, e.g. local groups hiring premises for community activities, cleaners





It is good practice to ensure visitors sign in and out, and are escorted whilst on the premises by a member of staff; or appropriately vetted volunteer. 





supply staff


Employment agencies and businesses (referred to as agencies) are governed by conduct regulations, under which they should: 


make all reasonable enquiries to ensure that the interests of a school or FE college will not be harmed by a supply worker


obtain, and offer to the school or college, copies of the worker’s relevant qualifications or authorisations and two independent references


take all reasonable steps to confirm that the worker is not unsuitable for the work  





“All reasonable steps” is not spelt out, but agencies should carry out the same checks as an employer i.e. CRB; Identity; Qualifications etc. They should obtain a CRB Disclosure when a worker is first registered or engaged and repeat this every 3 years, or earlier if there is a break in service of 3 months or more or if there are grounds for concern.





Employers must obtain written confirmation that these checks have been carried out and if they haven’t, require notification as soon as they have.  Other than CRB Disclosures, the checks must be completed before that person starts work. 











boarding schools, children’s homes, adoption and fostering agencies, and childminders  


The National Minimum Standards usually require a satisfactory CRB check to be conducted prior to the appointment of the registered provider and all staff, including those employed on a contractual, temporary or sessional basis, or as volunteers.  The CRB check will be at enhanced level for those involved in regularly caring for, supervising, training or being in sole charge of children, and at the ‘standard’ level for all other staff and volunteers, renewable every 3 years.   





It should be noted that DfES guidance does not require schools, FE colleges, or LAs to ask existing staff, in post, who were not previously eligible for criminal background checks (including those recruited before CRB) to apply for a CRB Disclosure, unless:


they have concerns about the person’s suitability to work with children; or


an individual moves to work that involves greater contact with children and their previous work did not require an Enhanced Disclosure





forces staff and their families


Service Personnel are subject to Service Discipline Acts (SDA), as are their families and UK based civilians when based overseas.  All convictions for recordable offences are recorded on the Police National Computer and available to CRB. ICRB has access to information held at the Service Police Crime Bureau (SPCB) in relation to serving or former members of the Armed Forces.





volunteers


Some volunteers will require a CRB Disclosure because of the frequency of their volunteering activity and their contact with children. Employers are not required to check existing volunteers continuing with their old duties, unless they have cause for concern.














independent schools


The Independent School Standards Regulations state that the suitability of the proprietor and staff meet the standard if: 


the proprietor is subject to a CRB check and also members of staff prior to confirmation of appointment (at enhanced level if duties involve regularly caring for, training, supervising or being in sole charge of persons aged under 18);


appropriate checks are carried out to confirm identity, medical fitness, previous employment history, character references, qualifications and professional references where appropriate, and the information is taken into account in deciding whether an appointment is confirmed





extended services


Organisations providing arrangements for extended services should only work with Ofsted registered childcare providers (under 8s), and non-registered providers (8s and over), that can demonstrate: 


effective safeguarding procedures and robust recruitment and vetting arrangements


appropriate child/adult ratios, and


contingency arrangements for emergencies e.g. managing when a child is not picked up





The provider must ensure: 


new staff, or new people living or working on the premises, are suitable to care for or have regular contact with children 


staff/volunteers are not on the POCA List


non-vetted persons are not left alone with children





Where an organisation provides extended services or activities directly under the supervision or management of its staff, the organisation’s arrangements for recruitment & vetting checks and record keeping will apply. Ofsted should be contacted for information about the registration process for under 8s.  











For new volunteers, or those changing duties with increased contact with children, employers should consider an Enhanced Disclosure if the work is regular (3 or more times in a 30 day period) and involves contact with children. Employers should use their professional judgement and experience, and make a risk assessment based on:


duration, frequency and nature of contact


knowledge about the volunteer, including in/formal information offered by staff, parents and other volunteers;


others who know the volunteer and are likely to be aware of any concerning behaviour;


other employment, or voluntary activity where referees would advise on suitability; and


any other relevant information about the volunteer or their likely work





A new volunteer without a CRB Disclosure must not be left unsupervised with children.





contractors


Proprietors should ensure that arrangements are in place with contractors, via the contract where possible, to ensure that their staff and those of any sub-contractors, coming into contact with children, have undergone appropriate checks including a CRB disclosure.  Proprietors of maintained establishments should provide the LA with a list of its direct employees and any subcontractors at least 20 days before they start work and also notify them of the outcome of the checks conducted.  





Builders should have no contact with children because they should not be allowed in areas where they are working for Health and Safety reasons. 





visitors 


Enhanced CRB Disclosure is not necessary for: 


visitors only having contact with children on ad hoc or irregular basis for short periods


visitors to the proprietor or staff





If a supply worker is attached to more than one agency, the first agency’s CRB Disclosure can be used by others with the worker’s consent. The second or subsequent agency should ask the worker to provide his/her copy of the Disclosure and verify its validity with the first agency. If any information is disclosed, the individual’s written consent should be sought to obtain the agency’s copy and forwarded it to the employer.





A separate Disclosure should be obtained if the first agency advises, albeit rarely, that the police have disclosed additional information that was not included on the worker’s copy.  





record keeping  


All checks should be confirmed in writing and retained on the candidate’s personnel file, together with copies of any documents used to verify identity and qualifications.  





Satisfactory references must be kept on the candidates personnel file or, in the case of supply staff or volunteers not recruited through an agency, on a central record within the organisation. The employer may also record other info used to assess a person’s suitability to work with children.





Employers should keep a single central record of the checks (in addition to normal staff records) for anyone in regular contact with children. It should include 


date the Disclosure was obtained, who by (i.e. employer, LA, supply agency), its level and unique reference number


the dates of the other checks or date the relevant certificate obtained, and who carried out the check


copies of CRB disclosures where appropriate


evidence to confirm that relevant checks have been carried out on staff and volunteers recruited directly, through an agency, or from overseas 
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