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Dear
Thank you for confirming [name] will be coming to work at this school on [date].
In line with safeguarding requirements and to enable us to record [name] on our Single Central Record we require confirmation from your organisation, that they have been subject to the required pre-employment checks.
It is your responsibility to inform your employees that it is an offence for them to be deployed in a position they are prohibited or disqualified from. 
Please complete the information on the attached form regarding the checks carried out on [name], sign the declaration and return to me in advance of the person commencing work at the school.  The form should be returned  on headed notepaper or by email (clearly showing your organisation name).
In the event that any of these checks have not been completed satisfactorily, we regret that we may not be in a position to allow the individual to work at the school.
If you have any queries, please contact [name] on [number].
Thank you for your co-operation.

Yours sincerely



	Safeguarding Checks
	Workers Full Name:
	

	Check
	Has check been satisfactorily completed? 
	Date of check/further information 

	Enhanced DBS check (please include DBS certificate number in further information column and name of organisation who carried out the check)
Note for Employment Agencies only:  
If any information/matters are disclosed on the DBS certificate you must provide the school with a copy of the certificate in advance of the proposed start date.  The certificate must be transmitted securely and you should not provide details of this disclosure on this form.
	Yes            No           Not required

If yes, please confirm by ticking the box below that the DBS certificate does not include any information that would make the individual unsuitable to work with children.



	Certificate number:

	DBS Children’s Barred List check
	Yes            No           Not required
	

	Proof of Identity1
	Yes            No           Not required
	

	Right to Work in the UK
	Yes            No           Not required
	

	Further checks on individuals who have lived or worked abroad 
	Yes            No           Not required
	

	Qualifications relevant to the role
	Yes            No           Not required
	

	Prohibition from teaching check 
	Yes            No           Not required
	

	Childcare Disqualification check (where role is covered by the Disqualification regulations)
	Yes            No           Not required

	

	Section 128 check (for work in a management position in academy/free school only)
	Yes            No           Not required
	


1 the individual will be required to bring proof of their identity with them on their first day – ideally this should be photographic ID i.e. a passport or driving licence but we do not require copies of the evidence of other checks.  
	I confirm that the above information is true and accurate

	Signature
	
	Name
	

	Position
	
	Date
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