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1. POLICY STATEMENT 
 

Building Futures Together is committed to safeguarding and promoting the 
welfare of children and young people. We expect all staff, volunteers, trustees, and 
partners to share this commitment. 
 

Safer recruitment practices are essential to ensure that individuals who work with 
children are suitable, trustworthy, and appropriately vetted. 
 

This policy outlines how Building Futures Together ensures: 
 

• Safe recruitment practices 
• Compliance with statutory safeguarding guidance 
• Accurate maintenance of the Single Central Record (SCR) 
• Ongoing monitoring of safeguarding suitability 

 

This policy is based on the statutory guidance outlined in Keeping Children Safe in 
Education. 
 

2. LEGISLATIVE AND STATUTORY FRAMEWORK 
 

This policy is informed by: 
• Keeping Children Safe in Education 
• Safeguarding Vulnerable Groups Act 2006 
• Children Act 2004 
• Education Act 2002 
• Disclosure and Barring Service guidance 

 

3. SCOPE 
 

This policy applies to all individuals working with Building Futures Together, 
including: 

• Employees 
• Volunteers 
• Trustees 
• Contractors 
• Agency staff 
• Visiting professionals 
• External activity providers 

 

4. SAFER RECRUITMENT PRINCIPLES 
 

Building Futures Together ensures that recruitment processes: 
• Deter unsuitable individuals from applying 
• Identify and reject applicants who pose safeguarding risks 
• Verify identity, qualifications, and suitability 
• Ensure robust background checks are completed 

 

All recruitment processes prioritise the safety and wellbeing of young people. 
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5. ROLES AND RESPONSIBILITIES 
 

Governance Advisory Board 
Trustees are responsible for: 

• Ensuring safeguarding systems are robust 
• Monitoring compliance with safer recruitment procedures 
• Ensuring safeguarding policies are implemented 

 

Senior Leadership Team 
Responsible for: 

• Overseeing recruitment processes 
• Ensuring safeguarding checks are completed 
• Maintaining the Single Central Record 
• Ensuring staff receive safeguarding training 

 

Designated Safeguarding Lead (DSL) 
The DSL ensures: 

• Safeguarding considerations are included in recruitment 
• Concerns about staff suitability are addressed 
• Safeguarding procedures are followed consistently 

 

6. RECRUITMENT PROCEDURES 
 

All recruitment processes will include the following stages. 
 

1. Job Description and Person Specification 
All roles will include safeguarding responsibilities and expectations. 
Job adverts will include a safeguarding statement, for example: 
 

“Building Futures Together is committed to safeguarding and promoting the welfare of 
children and young people. All appointments are subject to enhanced DBS checks.”  
 

2. Application Process 
Applicants must complete a full application form that includes: 

• Full employment history 
• Explanations for employment gaps 
• Professional references 
• Disclosure of criminal convictions 

CVs alone will not be accepted. 
 

3. Shortlisting 
Shortlisting will consider: 

• Suitability for working with young people 
• Relevant experience and qualifications 
• Any inconsistencies in employment history 

References may be requested prior to interview. 
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4. Interviews 
Interviews will: 

• Explore safeguarding knowledge 
• Assess attitudes toward working with young people 
• Include safeguarding-related questions 

Where possible, interview panels should include at least one member trained in 
safer recruitment. 
 

5. Pre-Employment Checks 
All staff must complete the following checks before starting work: 
 

CHECK REQUIREMENT 

Identity verification Passport or official ID 

Enhanced DBS check Including barred list check 

Right to work in UK Legal verification 

References Minimum of two references 

Employment history verification Explanation of gaps 

Qualification checks Where required 

Prohibition from teaching check If applicable 

Online search check To identify safeguarding concerns 
 

No individual will start work unsupervised until these checks are completed. 
 

7. THE SINGLE CENTRAL RECORD (SCR) 
 

Building Futures Together maintains a Single Central Record in line with KCSIE 
requirements. 
The SCR records the safeguarding checks carried out on individuals working with 
young people. 
The SCR includes: 

• All staff 
• Trustees 
• Volunteers 
• Agency staff 
• Contractors who regularly work with pupils 
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Information Recorded on the SCR 
 

The SCR will include confirmation of:  
 

Required Information 

• Name 

• Role 

• Identity check 

• Enhanced DBS check 

• Barred list check 

• Right to work in UK 

• Qualification checks 

• Prohibition from teaching check (if applicable) 

• Overseas checks (where relevant) 

• Date checks completed 

• Who verified the checks 
 

The SCR will be securely stored and accessible to senior leadership and 
safeguarding leads. 
 

7. SCR MONITORING AND ASSURANCE 
 

The Single Central Record will be: 
• Maintained by senior leadership 
• Reviewed regularly to ensure accuracy 
• Audited periodically by the safeguarding lead or trustees 

 

Internal audits may include: 
• Termly checks of SCR accuracy 
• Spot checks of recruitment documentation 
• Verification of DBS and identity records 

 

SCR audits ensure continued compliance with safeguarding requirements. 
 

8. VOLUNTEERS AND VISITORS 
 

Volunteers working regularly with pupils must: 
• Complete appropriate safeguarding checks 
• Receive safeguarding guidance 
• Be supervised where required 

Visitors to the provision must: 
• Sign in and out 
• Wear identification badges 
• Be supervised where appropriate 
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9. AGENCY STAFF AND CONTRACTORS 
 

Agency staff must: 
• Provide confirmation of DBS clearance 
• Confirm identity verification 
• Confirm safeguarding training 

Written confirmation must be received from the supplying agency. 
 

10. MANAGING SAFEGUARDING CONCERNS ABOUT STAFF 
 

Concerns regarding the behaviour or conduct of staff will be managed in 
accordance with: 
 

• Safeguarding procedures 
• Allegations management processes 
• Relevant Local Authority guidance 

 

Serious concerns may be referred to: 
• the Local Authority Designated Officer (LADO) 
• regulatory authorities where required 

 

11. TRAINING 
 

Staff involved in recruitment will receive training in:  
• safer recruitment 
• safeguarding responsibilities 
• SCR management 

All staff must receive regular safeguarding training. 
 

12. RECORD KEEPING 
 

Recruitment records will be securely stored in accordance with Building Futures 
Together’s Data Protection Policy. Sensitive personal information will only be 
accessible to authorised personnel. 
 

13.MONITORING AND REVIEW 
 

This policy will be reviewed annually by senior leadership and trustees. 
Reviews will ensure continued compliance with statutory safeguarding guidance 
and best practice. 
 

14. RELATED POLICIES 
 

This policy should be read alongside: 
• Safeguarding and Child Protection Policy 
• Staff Code of Conduct 
• Data Protection Policy 
• Whistleblowing Policy 
• Behaviour Policy 



BFT SAFER RECRUITMENT AND SINGLE CENTRAL RECORD (SCR) ASSURANCE POLICY - APPROVED NOV 2025 | REVIEW AUG 2026 
 

POLICY APPROVAL 
 

Approved by: John Thornton | Nikki Witham 
Role: Managing Director | Chair of Governance Advisory Board 
Date: 22 November 2025 
Next Review: August 2026 
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AP Placement Assurance Letter (KCSIE 2025) 
Date:  
To: Commissioning School / Trust 
School Name:  
 

Dear Colleague, 
 

Thank you for working in partnership with Building Futures Together to support 
pupils accessing alternative provision. This letter provides assurance to 
commissioning schools that our provision operates in line with safeguarding and 
statutory expectations, including the principles set out in Keeping Children Safe in 
Education. 
 

1. Staff Vetting and Safeguarding Checks 
Building Futures Together confirms that all staff, volunteers, trustees, and regular 
contractors working with pupils have undergone appropriate safer recruitment 
checks in line with statutory safeguarding guidance. 
 

These checks include: 
• Enhanced DBS check with children’s barred list check 
• Identity verification 
• Right to work in the UK 
• Verification of employment history and references 
• Qualification checks (where applicable) 
• Prohibition checks where relevant 

 

All checks are recorded within the organisation’s Single Central Record (SCR), 
which is maintained and audited in accordance with safeguarding requirements. 
All staff receive safeguarding training and are familiar with our Safeguarding and 
Child Protection Policy. 
 

2. Provision Locations 
Pupils attending Building Futures Together may access provision at the following 
site(s): 
 

Primary Provision Site 
Building Futures Together 
Address: __________________________________________ 
Postcode: _________________________________________ 
Satellite / Additional Delivery Sites (if applicable) 
Location: _________________________________________ 
Address: __________________________________________ 
 

Where external venues or partner providers are used, appropriate risk assessments 
and safeguarding arrangements are in place. 

APPENDIX 1 – AP PLACEMENT ASSURANCE LETTER  
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Commissioning schools will be informed in advance of any changes to delivery 
locations. 
 

3. Attendance Reporting 
Building Futures Together records pupil attendance daily. 
 

Attendance information will be shared with commissioning schools through: 
 

• Daily attendance confirmation (where required) 
• Notification of non-attendance on the same day 
• Weekly or agreed reporting summaries 

Where a pupil does not attend as expected, the commissioning school will be 
informed promptly to support safeguarding and attendance monitoring. 
 

4. Placement Monitoring and Review 
To ensure placements remain effective and supportive, Building Futures Together 
commits to holding review meetings at least once every half term with the 
commissioning school and relevant professionals. 
 

These meetings will consider: 
• pupil attendance 
• progress and engagement 
• behaviour and wellbeing 
• safeguarding considerations 
• next steps for the placement 

Additional review meetings can be arranged where concerns or changes in need 
arise. 
 

5. Safeguarding Commitment 
Building Futures Together is committed to safeguarding and promoting the welfare 
of children and young people. Safeguarding concerns are managed in line with 
statutory guidance and reported to appropriate authorities where required. 
 

If you require any further information regarding safeguarding arrangements, 
policies, or compliance documentation, please do not hesitate to contact us. 
We look forward to working collaboratively to support positive outcomes for 
pupils. 
 
Yours sincerely, 

Name:  

Role:  

Organisation: Building Futures Together 

Contact Email:  

Contact Telephone:   


