
  
 
 

 

Together, we learn, trust and succeed. 

Governor Monitoring Visit to Discuss the 
School’s Single Central Record 
 

Preface 

I would like to thank Karen for taking the time to explain the improvements 

that have been made in the Single Central Record and the Staff Files and the 

measures put in place to maintain this level of improvement.  
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Monitoring Visit 

Name and role of 
governor(s) 

Jeremy Thorne 

Name and role of staff 
member(s) 

Karen Dixson (School Business Manager) 

Date and time of visit 11.00 to 11.50 on the 26th March 2021 

Type of Visit ‘Teams’ meeting 

Purpose of visit To discuss the school’s Single Central Record (SCR) 

Relevant school objective 

or priority if relevant 

N/A 

Objective(s) for the visit Inform governors about the maintenance of the Single Central 
Record (SCR) and Staff Files at Shelton Junior School. 

Document, Data and 
Policies referenced as part 
of this visit 

 School Single Central Record (SCR) 

 Staff file content 

Summary of visit activities ‘Teams’ meeting with School Business Manager. 

Key questions to explore 

 

Key Questions identified ahead of the meeting. 

- Q1. Have the issues raised in the ‘audit’ carried out by Jason 
Coupland (then co-Chair of Governors) in December 2019 
been addressed – see Appendix 1. 

-  
- Ans. The answers to these questions have been edited into 

the original e-mail in Appendix 1. 
-  
- Q2. How and where are the SCR and Staff Files stored? Are 

they secure? 
-  
- Ans. The SCR is a computer-based spreadsheet. Although it 

is stored on a part of the computer network accessible to 
the School Senior Leadership Team (SLT) it is password 
protected and only the Headteacher and School Business 
Manager know the password. The Staff Files are held in 
locked filing cabinet in the School Business Manager and 
Deputy Headteacher’s shared office. There are 2 keys, one 
held by the Headteacher, the other by the School Business 
Manager. 

-  
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- Q3. How frequently is the SCR checked? 
-  
- Ans. The plan going forward is that the SCR will be ‘formally’ 

checked as part of a monthly meeting between the 
Headteacher and School Business Manager, but at present 
this is done regularly, although on a more ‘adhoc’ basis. 

-  
- Q4. When was the last time the SCR was checked? 
-  
- Ans. 22 March 2021 (the Monday of the week of this 

meeting). 
-  
- Q5. Has the information recorded on the SCR been checked 

for errors? 
-  
- Ans. Yes, this is effectively done through the Headteacher’s 

‘oversight’. 
-  
- Q6. Are all new staff recorded? 
-  
- Ans. Yes. 
-  
- Q7. Are current volunteers (for whom a DBS check has been 

conducted) recorded? (This isn't a requirement under KCSIE 
but Ofsted will want to see this, as explained in its 
safeguarding guidance – page 25 and 29). 

-  
- Ans. Yes. (as stated in the answers to the audit questions in 

Appendix 1, if an individual cannot present a valid DBS 
certificate they will always be escorted by a member of 
Staff while in the school). 

-  
- Q8. Are all relevant fields on the register completed for 

each listed person? 
-  
- Ans. Yes – although this question was taken directly from 

the Key and Karen and I discussed the meaning of ‘relevant’. 
When looking through the SCR there are fields that add 
extra detail that it could be argued are not absolutely 
necessary. For example, in addition to a contractor name 
there is a field for their business address which would 
obviously be readily available elsewhere and so is not 
routinely filled in. We did agree however that another field 
not routinely used should be filled in. This is the field to 
highlight when a contractor is on-site which is currently 
inferred from the recorded date of the checking of their 
DBS certificate when they enter the building. This has been 
agreed as an improvement action.  
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 Notable Questions asked at the meeting not covered elsewhere. 

- Q9. Do you feel the SCR and Staff Files are now at the 
expected standard? 

-  
- Ans. Yes. 
-  
- Q10. Are there any further improvements that could be 

made or are required? 
-  
- Ans. Yes. 1. we agreed that the date a contractor is on site 

instead of just when their DBS certificate was validated by 
the office would be worth including in the appropriate field, 
and 2. the planned programme of DBS certificate renewal 
highlighted in the Audit Question Answers in Appendix 1. 

-  
- Q11. Who owns or is responsible for the SCR and Staff Files 

and their maintenance? 
-  
- Ans. As the Safeguarding Lead the Headteacher owns the 

SCR and Staff Files, but by virtue of their role the School 
Business Manager assumes responsibility for their 
maintenance. 

-  
- Q12. Is there a ‘standard’ for the content of the Staff Files? 
-  
- Ans. We couldn’t readily identify one during the meeting, 

but it is an agreed action that Karen will confirm whether 
there is one and if there is, that we meet or exceed it. 
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What is the school doing within this area of focus? 

When the current School Business Manager joined Shelton Junior School in September 2019, they 
found the accuracy of information in the Single Central Record (SCR) and the quality of the 
content in the Staff Files was not all that it should have been. It is for this reason that it was felt 
appropriate that Jason Coupland the then co-Chair of the Governing Board, and an experienced 
School Business Manager, should undertake a joint audit of these 2 sources of school records. 
This follow-on review, being carried out today, of the SCR and Staff Files is intended to close out 
the actions from that audit and re-establish a more appropriate level of oversight of these 2 areas 
of school records. 
In the responses to the issues raised in the audit, highlighted in Appendix 1, and to the more 
standard oversight questions above, it can be seen that the concerns over the level of accuracy 
and content of information in the SCR, and the quality of the content of the Staff Files has been 
addressed, and there is a focus on maintaining this improvement. 
 

 

How do you know the school’s actions are having an impact?  

The school can now demonstrate a very good level of accuracy and quality of content for both the 
SCR and Staff Files. 

 

What successes stood out and why? 

I was impressed with the desire to address these areas of concern and the commitment to 
maintain a high quality of information in these documents. 

 

Questions and clarifications to follow up with the headteacher or chair of governors. 

It was agreed there were two areas of improvement that could be made in the records or their 
maintenance - 1. we agreed that the date a contractor is on site instead of just when their DBS 
certificate was validated by the office would be worth including in the appropriate field in the SCR, 
and 2. the execution of the planned programme of DBS certificate renewal highlighted in the 
Audit question answers in Appendix 1. 
It was also agreed that Karen would identify if there is a ‘standard’ for the content of a Staff File, 
and if there is, confirm that we meet or exceed it. This agreed action was closed after the 



  
 
 

 

Together, we learn, trust and succeed. 

meeting – Karen found an article on the Key ‘Staff personal files: requirement and guidance’ 
which sets out what must be in the files and what should be in the files. Karen confirmed that 
the Staff Files at Shelton Juniors comply with these suggestions. 

 

Impact assessment  

An understanding of the importance of these documents and maintaining them was obvious from 
the discussions during this meeting and I am confident that they will receive the continuing level 
of focus to maintain them. 
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Appendix 1 

From: Jason Coupland  
Date: 17 December 2019 at 16:19:43 GMT 
To: School Business Manager, Head  
Cc: Karen Phillips, Jeremy Thorne  
Subject: SCR check 

 
Hi Karen / Jon, 
  
Following our recent visit to the school I am just putting together a few notes regarding recent SCR 
check. Can I please thank Karen pulling together the information which was in an easily accessible 
format which made the checking an easy process. 
  
I made the following observations: 
  

1. There were no volunteers on the record – is this because there are no volunteers in 
school? 
 

Ans. The SCR is a spreadsheet broken up into different ‘tabs’ for each significant 
personnel grouping – teachers, teaching assistants, support staff, visitor, volunteers, 
etc, with one ‘historic’ tab for people who visited or worked at the school in the 
past. Each of these tabs are populated. In the case of Visitors tab (which includes 
contractors) a record is kept by the School Office on a daily basis, the entries from 
which are transferred to the SCR on a weekly basis.  
 

2. Contractor ID checks – Is there a system in place for this? 
 
Ans. All visits to school are by appointment only. For all people visiting school there 
is a requirement to provide a valid DBS certificate, either sent ahead by the 
Company office of any contractor, which is then validated by the School Office 
through the inspection of personal I.D., or a valid DBS certificate presented in 
person. The only exceptions to this are NHS workers, who gain admittance by 
showing their NHS credentials, and individuals who don’t have a DBS certificate, 
who then must be escorted everywhere by a member of Staff. In the current 
climate there is also an additional check which requires individuals to self-certify 
that they are not suffering from or recovering from COVID 19. 

 
 

3. DBS checks – some of these have not been renewed for quite a few years, Karen P – 
do you agree that we should have rolling 3 year renewals? 
 
Ans. The current procedure is to get Shelton Junior School specific DBS certificates 
for all new members of Staff including people returning from maternity leave and 
Governors. For longer serving members of Staff, estimated to be approximately 30% 
of the 37 current members of staff (approx. 12 individuals) with less recent DBS 
documents, it is intended that a rolling renewal plan will be budgeted for and put in 
place to ensure a staggered routine renewal for all Staff members and Governors. 
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4. Gaps in employment history / living in foreign countries – can you please confirm 
what the school policy is checking these two issues? 
 
Ans. As part of the role the School Business Manager will scrutinise all prospective 
employee application forms. Where gaps in employment or periods of employment 
abroad are identified specific references for these timeframes are sought, and any 
job offer made is conditional on satisfactory information being received. 
 

5. Medical clearance – can you please confirm the policy relating to obtaining 
clearances and the recording of the outcomes? 
 
Ans. All Staff, at the point of employment, are required to complete a medical form. 
This is used to help identify any support the individual may require at work and will 
be included in their Staff File. 
 

6. References – can you please confirm who in the school reviews these once received. 
It would be useful if the person checking them signed / dated to say they had 
checked them. 
 
Ans. A standard template is used for all references. As part of the role the School 
Business Manager checks all references prior to candidate interview. In all cases 2 
references are obtained. These are effectively electronically signed and dated as the 
SBM is the responsible for collating and filing the interview packs. 
 

7. Qualifications – apart from the teachers the qualification certificates are missing 
from some of the staff files. This information needs to be linked to the person spec 
so that if we have asked for a qualification on the advert, we should be obtaining a 
copy for the staff file. 
 
Ans. All this ‘cross referencing’ is now in place in all Staff Files. 
 

8. Copy of job advert/ job description / person spec – it would be useful to have all 
these items in the staff files so they can be checked against the contracts when they 
arrive. 
 
Ans. All this ‘cross referencing’ is now in place in all Staff Files. 

 
Regards, 
  

Jason Coupland 

School Business Manager 

Silverhill Primary School 

Draycott Drive, Mickleover, Derby, DE3 0QE 

Tel:         
Email:     
Web:     www.silverhill.co.uk  
  

PûPlease consider the environment before printing  this email. 

http://www.silverhill.co.uk/

