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Introduc tion

P rac tic al A pproac h

L egal C omplianc e

R egulation and Ins pec tion:  T op T ips
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T he T heory

E duc ation (Independent S c hool S tandards ) (E ngland) 

R egulations  2010

National Minimum S tandards  for B oarding S c hools

S afeguarding C hildren and S afer R ec ruitment in E duc ation

Best Practice in Education



T he R equirements

R ec ruitment C hec ks

S ingle C entral R ec ord (S C R )
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A PRACTICAL STORY – HOW TO GET THE BACKLOG OF ALL 
EXISTING EMPLOYEES ONTO THE CENTRAL REGISTER IN 

ORDER TO COMPLY!!!!!!!
THE SITUATION:

• OVER 800+ PEOPLE THROUGH THE PAYROLL IN THE LAST FOUR YEARS! 
(BUILDING TRADES, SUMMER ACTIVITIES, CASUALS, VOLUNTEERS ETC)

• INSPECTION WITHIN NEXT TWO MONTHS LIKELY
• RECOGNITION THAT WE WERE POTENTIALLY WEAK IN SOME AREAS

WHAT DID WE DO:

• SPLIT RESPONSIBILITIES BETWEEN ACADEMIC AND SUPPORT STAFF
• DOUBLE UP ON CHASING ‘POSSIBLE’ NON COMPLIANCE ISSUES
• SOME BASIC DECISIONS FOR SUPPORT STAFF RECORDS (THE 

MAJORITY OF THE 800+)
• RECOGNISE THAT WITHOUT AFFIRMATIVES/BOXES FILLED IN THE 

APPLICATION CHECKS SECTION – WE WOULD BE IN TROUBLE!



T he T heory

New Matrix  of C hec ks  on New and E xis ting
S taff

S C R  – R eferenc es , Medic al F itnes s  and 
C areer His tory 
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WORKING WITH SUPPORT STAFF DEPARTMENTAL MANAGERS

RE-EMPHASISE THE NECESSARY TONE BY SAYING THAT 
ANY RECRUITMENT GOING FORWARD BY A 
DEPARTMENTAL MANAGER THAT DOES NOT COMPLY 
WITH OUR SAFER RECRUITMENT PROCEDURES – WILL 
BE A SERIOUS DISCIPLINARY MATTER.

THE BURSAR ACCEPTS THE RESPONSIBILITY OF ALL 
RECRUITMENT PRIOR TO AN AGREED DATE –
PROVIDED THAT: 

EACH DEPARTMENTAL MANAGER:
• REVIEWS THE RECRUITMENT RECORDS FOR ALL CURRENT 

EMPLOYEES
• DEMONSTRATES THROUGH SIGNING OFF A FORM THAT THE 

REFERENCES HAVE BEEN RECEIVED, MEDICAL 
QUESTIONNAIRE COMPLETED ETC

• HAS A MEETING WITH THE BURSAR SO THAT THE BURSAR 
CAN SIGN OFF EACH OF THESE FORMS FOR EVERY MEMBER 
OF STAFF CURRENTLY ON THE PAYROLL OR PRESENT ON 
OUR PREMISES



R es pons ibility for  C ompleting S C R

Dis c iplinary

F ill in all the gaps

Us e “ N/A ”

Do not us e “ X”  or “ No”
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ACTION REQUIRED:

ALWAYS THE DEPARTMENTAL 
MANAGER

ALWAYS THE 
BURSAR!!!

SUPPORT STAFF REVIEW FORM (FOR ‘BACKWARD’ REVIEW!)

Name

DELETE AS REQUIRED:
Reference 1 received? YES NO
Reference 2 received? YES NO
REFERENCES SATISFACTORY? YES NO
CV received? YES NO
Medical Questionnaire received? YES NO
Application Form received? YES NO

REVIEWED BY:
(Sign and print name)
Date:

APPROVED BY:
(Sign and print name)
Date:



P rac tic al A pproac h

S tonyhurs t C ollege’s  P rac tic al A pproac h

Optional for S C R

Whils t there is  latitude, medic al fitnes s , referenc es  and 

employment his tory s hould be inc luded for c ompletenes s
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WHAT COMES OUT OF THE REVIEW?
THE TWILIGHT ZONE?

– CASUAL LABOUR
– YOUNG CASUAL LABOUR MOVING TO THEIR SIXTEENTH 

BIRTHDAY AFTER HAVING ALREADY STARTED WORK 
WITH YOU

– MUSIC
– SPORTS AND OTHER COACHES
– SCHOOL SHOP START OF YEAR EXTRA STAFF
– VOLUNTEERS
– ESCORTS

DEVELOP A RAPID FIX SO THAT ALL THE NECESSARY 
BOXES IN THE CENTRAL REGISTER CAN BE 
COMPLETED IN THE AFFIRMATIVE.



T wilight Zone

P os ition in regard to volunteers

A nomalies  handout
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REFERENCE & SUITABILITY TO WORK WITH CHILDREN – ‘QUICK’ FORM

FUNCTION: NAME:

DATE STARTED

REFERENCE 1 –
CAN YOU STATE THAT IN YOUR OPINION YOU KNOW 
OF ANY REASON WHY THE APPLICANT SHOULD NOT 
WORK WITH CHILDREN

ANSWER

Supplied by:
Signature:

REFERENCE 2 –CAN YOU STATE THAT IN YOUR 
OPINION YOU KNOW OF ANY REASON WHY THE 
APPLICANT SHOULD NOT WORK WITH CHILDREN

ANSWER

Supplied by:
Signature:

RESPONSIBLE PERSON/MANAGER:

SIGNATURE:

DATE:

THIS CONSTITUTES A WRITTEN REFERENCE – we decided



R eferenc es

F orms  of R eferenc e R eques t

S tonyhurs t approac h is  pragmatic  for exis ting s taff

C ons ider bols tering the form with additional ques tions
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MEDICAL FITNESS DECLARATION –
‘QUICK’ FORM

FUNCTION/POST: NAME:

DATE STARTED

DO YOU KNOW OF ANY REASON WITH 
REFERENCE TO MEDICAL FITNESS, ON 
GROUNDS OF HEALTH, WHY YOU SHOULD NOT 
BE ABLE TO DISCHARGE THE 
RESPONSIBILITIES REQUIRED BY THE POST 
NAMED ABOVE.

ANSWER:

SUPPLIED BY:

Signature:

RESPONSIBLE PERSON/MANAGER:

SIGNATURE:

DATE:



Medic al F itnes s

E quality A c t 2010

Dis ability Dis c rimination

No pres c ribed form to verify medic al fitnes s
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C omplianc e

New S taff – c omplete all the 
nec es s ary c hec ks

E xis ting S taff – c omplete S C R

• L eave no s tone unturned

• Do not c over up

N.B . – Ins pec tors  c an be wrong!
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P as toral R egulation and Ins pec tion:  T op T ips   

Y vonne S penc er, P artner
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A warenes s  of P olic ies

C an you loc ate all the required polic ies  quic kly?

Is  your s taff training up to date (es pec ially c hild 

protec tion, inter-agenc y, induc tion and firs t aid)?

A re boarders  / s enior pupils  aware of s afeguarding 

proc edures ?

A re anti-bullying meas ures   regularly dis c us s ed with 

pupils  and s taff?

Have your G overnors  read the polic ies  and reviewed 

them regularly at meetings ?



V alidity

Have the polic ies  been finalis ed and agreed by the 

governors - A re there minutes  of the meeting- Is  there 

evidenc e of a res olution

Have the polic ies  been reviewed regularly

Have appropriate s taff members  made the c orrec t reports  

to the governors  (e.g. c hild protec tion, anti-bullying)



R ec ord K eeping

Does  the s c hool have rec ords  of s anc tions , 

s erious  inc idents , c hild protec tion rec ords , 

training rec ords

A dditional rec ord keeping requirements  for 

boarding s c hool

Does  the s c hool have rec ords  on phys ic al 

res traint/us e of forc e as  a matter of bes t 

prac tic e (note U-turn on rec ording and 

reporting requirements )



C ommunic ations

E ngage pro-ac tively with parents  to bring your polic ies  to life 

(for example training for parents  on c yber-bullying)

E ns ure that parents  have eas y ac c es s  to

all your polic ies .  Web s ites  s hould be eas y to navigate

E ns ure that s taff are well-prepared for

ins pec tion and know where polic ies ,

proc edures  and rec ords  are kept



T rans parenc y

T ac kle c omplaints  in a fair and open-

minded way.  A im to reac h agreement 

early on but follow c orrec t proc edures  

if this  does  not work

If your polic ies  or proc edures  are not 

c ompliant  take prompt ac tion to 

res olve the is s ue but be open with 

ins pec tors  – no c over ups



C hallenge

Ins pec tors  s ometimes  get things  wrong.  B e 

prepared to c hallenge a judgement

K eep notes  of the c onduc t of the ins pec tion 

s o that you have ammunition if nec es s ary

T ake advic e s o that you are s ure of your 

ground

Make your c hallenge promptly and 

profes s ionally



Y vonne S penc er, P artner
ys penc er@ vwv.c o.uk    0117 314 5202

Lawyers & Parliamentary Agents
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