
 

 
 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 

 

 

 

 

0800 028 0285- 

 email: help@nspcc.org.uk 

mailto:s.corner@wadedeacon.co.uk
mailto:n.harrison@wadedeacon.co.uk
mailto:safeguarding@wadedeacon.co.uk
mailto:s.dowd@wadedeacon.co.uk
mailto:c.fone@wadedeacon.co.uk
mailto:m.deeney@wadedeacon.co.uk
mailto:Joanne.Lloyd@halton.gov.uk
mailto:James.jordan@halton.gov.uk
https://hcypsp.haltonsafeguarding.co.uk/
https://hcypsp.haltonsafeguarding.co.uk/
mailto:LADO@halton.gov.uk
mailto:safeguarding.adminteam@halton.gov.uk
mailto:safeguarding.adminteam@halton.gov.uk
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http://www.legislation.gov.uk/ukpga/2002/32/contents
http://www.legislation.gov.uk/ukpga/1989/41/contents
http://www.legislation.gov.uk/ukpga/2004/31/contents
http://www.legislation.gov.uk/ukpga/2006/47/contents
http://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
http://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
http://www.legislation.gov.uk/ukpga/2015/6/contents/enacted
http://www.legislation.gov.uk/ukpga/2006/21/contents
http://www.legislation.gov.uk/uksi/2009/1547/contents/made
http://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/790549/circular-voyeurism-offences-act-2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
https://www.saferrecruitmentconsortium.org/_files/ugd/f576a8_0d079cbe69ea458e9e99fe462e447084.pdf
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551575/6.2439_KG_NCA_Sexting_in_Schools_WEB__1_.PDF
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551575/6.2439_KG_NCA_Sexting_in_Schools_WEB__1_.PDF
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/512906/Multi_Agency_Statutory_Guidance_on_FGM__-_FINAL.pdf
https://www.gov.uk/government/publications/children-missing-education
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1091132/Searching__Screening_and_Confiscation_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101597/Behaviour_in_schools_guidance_sept_22.pdf
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
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https://haltonsafeguardingchildrenpartnership.org.uk/professionals/integrated-contact-and-referral-team-icart
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https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://haltonchildrenstrust.co.uk/halton-levels-of-need/
https://haltonchildrenstrust.co.uk/halton-levels-of-need/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf
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http://www.hcypsp.haltonsafeguarding.co.uk/
https://hcypsp.haltonsafeguarding.co.uk/halton-assessment-tool-kit-and-screening-tools/
https://hcypsp.haltonsafeguarding.co.uk/halton-assessment-tool-kit-and-screening-tools/


 

https://www.proceduresonline.com/LimitedCMS_centrally_managed_content/pancheshire/shared_files/escalation_policy.pdf
https://www.proceduresonline.com/LimitedCMS_centrally_managed_content/pancheshire/shared_files/escalation_policy.pdf


 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



 

• 

• 

• 

• 

• 

• 

• 

• 

• 

https://www.proceduresonline.com/pancheshire/halton/p_alleg_against_staff.html
https://www.proceduresonline.com/pancheshire/halton/files/lado_threshold.pdf
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mailto:whistleblowing@ofsted.gov.uk
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
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https://uploads.documents.cimpress.io/v1/uploads/d71d6fd8-b99e-4327-b8fd-1ac968b768a4~110/original?tenant=vbu-digital
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen1.html
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1 For further information about sexual violence see Part 5 and Annex B. 
2 For further information about sexual harassment see Part 5 and Annex B. 
3 UKCIS guidance: Sharing nudes and semi-nudes advice for education settings  

4 For further information about ‘upskirting’ see Annex B.  

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-how-to-respond-to-an-incident-overview
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https://hcypsp.haltonsafeguarding.co.uk/child-sexual-exploitation-2/
https://haltonsafeguardingchildrenpartnership.org.uk/professionals/child-sexual-abuse-2
https://haltonsafeguardingchildrenpartnership.org.uk/professionals/child-sexual-abuse-2
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https://www.gov.uk/government/publications/the-prevent-duty-safeguarding-learners-vulnerable-to-radicalisation/managing-risk-of-radicalisation-in-your-education-setting
https://www.gov.uk/guidance/making-a-referral-to-prevent
mailto:prevent@cheshire.pnn.police.uk
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https://www.gov.uk/government/publications/channel-guidance
mailto:fgmhelp@nspcc.org.uk
https://www.gov.uk/government/publications/searching-screening-and-confiscation
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https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
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https://www.myvirtualschool.org/
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https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2


 

 

 

 

 

 

 

 

 
5 The police caution is: “You do not have to say anything. But it may harm your defence if you do not mention when 

questioned something which you later rely on in Court. Anything you do say may be given in evidence.” 

6 A person need not be cautioned if questions are for other necessary purposes, e.g.: (a) solely to establish their identity or 
ownership of any vehicle; to obtain information in accordance with any relevant statutory requirement; in furtherance of the 
proper and effective conduct of a search, e.g. to determine the need to search in the exercise of powers of stop and search or to 
seek co-operation while carrying out a search; or to seek verification of a written record. 
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https://www.gov.uk/government/publications/pace-code-c-2019/pace-code-c-2019-accessible
https://www.gov.uk/government/publications/pace-code-c-2019/pace-code-c-2019-accessible
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Supply Agency Declaration 

2024 

 

This checklist should be completed and signed by a representative of any Supply Agency used by the school, so that 

you can be confident that the Agency's systems and procedures for the recruitment and selection of supply staff are 

in line with the established safer recruitment and selection best practice that is employed within your School. 

 

Name of Agency: …………………………………………………………………………. 

 

Name of person completing the form: …………………………………………………. 

 

Role of person completing the form: …………………………………………………. 

 

If the answer to any of the questions below is 'No', please provide further details in the box at the end of this checklist. 

 

1. Have representatives of the Agency that are involved in the recruitment 

and selection of agency workers undertaken appropriate Safer Recruitment 

& Selection training that covers all sections of Keeping Children Safe in 

Education (KCSIE), within the last 5 years? 

Yes No 

2. Is the content of the training referred to in 1. above cascaded to all staff 

within the Agency that are involved in the recruitment and selection of 

agency workers? 

Yes No 

3. Is every recruitment and selection process conducted in accordance with 

KCSIE? 

Yes No 

4. Does recruitment documentation (including, where used, advert, person 

specification and job description) make reference to the individual's 

responsibility for safeguarding and protecting the welfare of children and 

young people? 

Yes No 

5. Are candidates made aware of the duties of all roles (either through a job 

description or similar document)? 

Yes No 

6. Where used, does the person specification include 'Commitment to 

safeguarding' as an Essential Criteria? 

Yes No 

7. Do all publicity materials used to attract candidates (e.g. adverts, internet 

content etc.) include reference to the fact that the individual will be 

required to undergo a DBS check? 

Yes No 

8. Are application forms used, which require all candidates to submit 

standard information about their personal details, employment history, 

referee details and disclosure of current/previous convictions? 

Yes No 

9. If accepted, are CVs only used to supplement the information contained 

within the application form (and not accepted instead of an application 

form)? 

Yes No 



 

10. Does the application form contain a signed declaration to confirm that the 

information presented is true and warns the candidate about the 

consequences of providing false information? 

Yes No 

11. When the completed application form is received, are concerns or issues 

noted that need to be raised with the candidate/ previous employer prior 

to/during interview such as gaps in employment, frequent changes in 

employment, anomalies/ inconsistencies, moves from permanent to 

temporary employment etc? 

Yes No 

12. Are professional references sought from the Head of the establishment 

(even where an alternative name has been provided) and checked prior to 

the interview process?  

Yes No 

13. Are checks made to ensure that the candidate has named the most recent 

employer as a referee and the Employer with whom the applicant most 

recently worked with children and/or young people? 

Yes No 

14. Are queries/concerns on references raised with the referee and/or 

applicant prior to/during interview? 

Yes No 

15. On references, are past employers asked to provide detail of any past 

substantiated allegations? 

Yes No 

16 On references, are past employers asked to confirm that in their view the 

candidate is suitable to work with children and there are no safeguarding 

concerns. 

Yes No 

17. Is there a policy in place that prevents the acceptance of standard 

references that are marked 'to whom it may concern' (i.e. those references 

provided directly by the candidate, that are not specifically addressed to 

the Agency)? 

Yes No 

18. Are all electronic references verified in line with KCSIE?  Yes No 

19. Is only a conditional offer of employment made prior to the relevant checks 

being undertaken (including DBS checks, references, identity, teacher 

prohibition, eligibility to work in the UK etc.)? 

Yes No 

20. When the candidate's identity documentation is checked, does this always 

include the appropriate photographic identification and the full birth 

certificate? 

Yes No 

21. Are DBS checks always carried out prior to placement, unless there is a 

specific written request from the school that there will be no unsupervised 

access to children and young people until the DBS clearance is received? 

Yes No 

22. In the circumstances outlined at 21 above, is the school notified in writing 

of the fact that the DBS check has not been carried out prior to placement? 

Yes No 

23. In the circumstances outlined at 21 and 22 above, is a barred list check 

undertaken prior to placement? 

Yes No 



 

24. If any information is received as a result of a DBS check or reference, is that 

information shared immediately with the school so that they can make a 

decision regarding that person's suitability to be employed in their school? 

Yes No 

25.  Are safeguarding concerns for employees/past employees shared with 

future employers in references that are provided by the Agency? 

Yes No 

26.  At interview, are questions posed that assess a candidate's suitability to 

work with children and young people? 

Yes No 

27.  At interview, are gaps in employment/vagueness on the application 

form/frequent changes in employment explored? 

Yes No 

28. At interview, are hypothetical questions about the candidate's past 

experience avoided? 

Yes No 

29.  In relation to DBS, do Agency staff involved in the recruitment of Agency 

workers have a clear understanding of the definitions of Regulated Activity 

and how these are applied when determining the type of DBS check to be 

undertaken? 

Yes No 

30.  Are the appropriate checks undertaken in relation to the Childcare 

(Disqualification) Regulations 2009 for any member of staff that is assigned 

to work as a member of staff in a relevant setting? 

Yes No 

31.  Are clear records kept and retained throughout/following the recruitment 

process? 

Yes No 

32. Is a confirmation of booking and of the candidate's identity passed to the 

school for each assignment?  

Yes No 

33. Does the Agency provide child protection and/or safeguarding training, 

including Online Safety to all newly appointed supply staff before any 

placements are completed? 

Yes No 

34. Does the agency ensure that all supply staff have read and understood Part 

1 of the latest version of Keeping Children Safe in Education, prior to 

placement? 

Yes No 

35. Does the Agency contact the school after the first day of assignment to 

follow up the appointment and ascertain whether there are any concerns 

about the individual? 

Yes No 

36. If the Agency worker has a break of more than 3 months, are they required 

to undergo a new DBS check and re-register with the Agency? 

Yes No 

 

Please provide further details in relation to any question to which you answered 'No', including 

the question number that your comment refers to. 

 

I confirm that the answers provided above are correct to the best of my knowledge.  

Signed:  ………………………………………………………………. 

Date:  ………………………………………………………………. 

Once completed, the checklist can be retained with the 'umbrella' letter that the Agency has provided to confirm that 

their staff are appropriately DBS checked. Both documents can then be stored with the School's Single Central Record. 



 

 

 

 

 


