CE Primary School Personal record file front cover sheet
	Name:
	

	Date of Birth:
	

	NI Number:
	

	Role:
	

	Start Date:
	

	Evidence of Identity in File and Date Seen  (copy to be held in file)
	       Evidence:

       Date & Person:

	Right to Work in the UK 

(copy to be held in file)
	       Evidence:

 Date & Person:

	Professional Registration Number

(eg QTS Number – evidence in file)
	Number:

In File: Yes / No          Date Seen & Person:

	DBS Application Form

(no copies of evidence to held)
	Number:

Evidence Seen & Person:

Date sent:

     Countersignatory:

	DBS Clearance  Confirmation

(no copies to be held)
	Certificate Number:
Issue Date:

Date Seen & Person:

RA required?:

	Barred List Check


	Issue Date:

Evidenced By:

	Overseas Police Check

(no copies to be held)
	Required: Yes / No 
Completed:         

	Disqualification Under Childcare Act Check

	Required: Yes / No 
Completion Date:

	Prohibition Check 

(copy to be held in file)
	Date of Check:

Print Out in file:  Yes / No

	PEHAQ
(copy to be held in file)
	Yes / No

Outcome Received: 

	References Received and in File:
	Date Ref 1:                                                In File:

Date Ref 2:                                                In File:

	Contract
	Issue Date:

In File:

	Recruitment Information complete and inserted including certificates
	Yes / No

Date:

	Emergency contact details 

(School to contact staff member)
	

	Emergency contact details:

(Contact about staff member)
	      Name:

Relationship:

Contact Details:

	SCR Record Completed:
	     Name:

     Date:


Name:………………………………..       Signature:………………………………………….  Date:…………………………………
PAGE  
1

