


Introduction 


Safeguarding children must be everybody’s responsibility and good safeguarding practice has to be built into routine procedures and practice. Nowhere is this more important than in the recruitment and vetting of people who have contact with children.





Regulations applicable to agencies


Following the principles contained in the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (the Conduct Regulations), an employment agency or business (hereafter referred to as ‘agency’) 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  





The meaning of “all reasonable steps” is not spelt out but government guidance states that agencies must ensure that a CRB Disclosure has been applied for and that other required checks have been satisfactorily completed. 





The CRB disclosure should be at enhanced level for the whole of the school workforce and for staff in FE colleges who provide education provision and regularly care for, train, supervise or have sole charge of children and young persons under 18.























Checks to be completed 


An Enhanced CRB Disclosure should be obtained when a supply agency worker is first registered or engaged, and repeated every 3 years; earlier if there is a break in service of 3 months or more, or if there are grounds for concern.





If the disclosure remains outstanding when a supply worker is due to begin work, the school or college should be informed and given the date the disclosure was requested.  They should also be notified as soon as the disclosure is received, and a copy forwarded if it discloses information.   





The following checks must be completed before the person starts work:


Verification of the individual’s  identity


Checks to confirm the individual’s right to work in the UK;


A check of DfES List 99 (in some residential establishments a check of the PoCA List may also be required)


Verification of medical fitness;


Verification of qualifications;


Verification of professional status where required e.g. registration with the General Teaching Council (GTC), Qualified Teacher Status (QTS) (unless properly exempted);


(for teaching posts) verification of successful completion of the statutory induction period (applies to those who obtained QTS after 7 May 1999)


where the individual has lived outside the UK, further checks as appropriate if a CRB Disclosure is not sufficient to establish suitability to work with children.  


























Providing information to school/college


The receiving school/college must require direct written confirmation from the agency that the above checks have been carried out. They must also maintain a central record of checks, including confirmation that the agency has received or requested a CRB disclosure, including: 


whether or not it is blank 


where it contains information, that a copy has been forwarded to the school/college


the date(s) the school/college was notified and (if appropriate) received a copy of the disclosure;


confirmation that the agency has notified the school/college that all other relevant checks have been carried out; and 


the date of the agency’s notification





Amendments to the Police Act allow agencies to disclose information from a CRB Disclosure to a school or college for the purpose of assessing a person’s suitability to work there.  If a disclosure contains information, a copy should be supplied to the head teacher, principal or appropriate designated HR person. This can be faxed but it should first be confirmed by phone that the fax is being sent. A blank sheet of paper should be faxed first and confirmation of receipt received, to ensure that it has been sent to the correct fax number and designated recipient. 
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Concerns revealed in a CRB Disclosure


If a Disclosure gives reasonable grounds to believe the individual is unsuitable, he/she must not be engaged to work with children. Where information or disclosure is received after engagement, the agency must inform the school/college without delay, and withdraw the individual. The local authority designated allegations officer should be consulted immediately to decide what enquiries should be conducted to check the individual’s suitability.     





Portability of CRB Disclosures


If a supply worker is on the books of more than one agency, the Disclosure obtained by the first can be used by the others with the worker’s consent. If an agency is the second or subsequent agency, the worker should be asked for his/her copy of the Disclosure obtained by the first agency, who should be asked to verify its validity and content. If any information is disclosed, the first agency’s copy must be obtained and forwarded to the school/college. 





Agencies should obtain a fresh Enhanced Disclosure every 3 years, earlier if there is a break in service of 3 months or more or if there are grounds for concern about the person’s suitability to work with children.





A separate Disclosure will also need to be obtained if the first agency advises that police have disclosed additional (brown envelope) information that was not included on the worker’s copy. This is because additional information cannot be passed on without the permission of the Chief Police Officer who provided the additional information. This situation is very rare. 




















Record Keeping


A CRB Disclosure is confidential and must not be passed to anyone who does not need it in the course of their duties. It must be kept in securely and destroyed, securely, as soon as it is no longer needed. Copies must be handled in the same way as originals. 





The CRB Code of Practice states that, other than in exceptional circumstances, a CRB disclosure should not be kept more than 6 months after a decision to employ an individual. The Conduct Regulations, however, require agencies to keep records of all applications received from workers for at least a year. If an individual remains with an agency for more than a year, the disclosure can be kept for up to 3 years to facilitate portability. This takes precedence over the CRB Code of Practice.





Schools and colleges should follow the CRB Code but, before a disclosure is destroyed, a record should be kept of the date it was obtained, who by, its level, and unique reference number. 





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�                                   	PO Box 110, Liverpool L69 3EF  	Information line 0870 90 90 811
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