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Quality Assurance Compliance Report 2025-2026 
 
 

NAME OF PROVISION:    Nottingham Tutorial College 
REPORT COMPILED BY: Jodi Stead 

PROVISION REPRESENTATIVE: Andy Messent 
Site of alternative provision: Falcon House, 15 Pelham Road, Nottingham, 

NG5 1AP 
 
 
 
 

COMPLIANCE 
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DATE 
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16/17/18/28 
 
C: 1/30/31 
 
D: 10/13 
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Yes Yes   10.10.2025 
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This is a declaration that the areas judged as fully meeting the compliance requirements of Nottingham City 

Council’s Accreditation shall remain to the agreed standard until the next annual compliance visit.  This 

includes maintaining all Health and Safety actions, refreshing Safeguarding training and ensuring that Safer 

Recruitment processes have been diligently followed.  If areas are not met in a timely manner, the provision 

will temporarily be removed from the AP Directory and potential commissioners informed.  A provider will 

only be re-instated once all compliance areas have been met and maintained. 

 

Signed on behalf of the Accredited Provider:                                                   Andy Messent, 10th October 2025   

 

Signed on behalf of Nottingham City Council:  JStead  10th October 2025 

PART A: General Information 
 

Provider: Nottingham Tutorial College Person Responsible for QA: Andy Messent 

Owned by: John O’Neill Head of Provision: Andy Messent 

Visit report by: Jodi Stead Date of Visit: September 2025 
Type of provision: 
Independent 
AP Free School 
Alternative Provider 

DfE number: NA 
Alternative Provider 

Does your provision need to register as an 
Independent School (Five or more full time pre 
16 students or one Child in Care/EHCP 
student)? 

No 

Appropriate Ofsted registration documentation 
including copy of most recent inspection 
report? 

NA 

  

 
 
 
 

 
PART B: Health and Safety Information 

 
Lead member of staff for Health and Safety Name: Paul Dobinson 

Contact Details: paul@ntc.education 
 
 

Criteria Met  Comments/Further info 

mailto:paul@ntc.education
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B1 Valid insurance certificates:   
£5 million (minimum) Public liability/  
£5 million (minimum) Employer’s liability/ 
£1 million (minimum) Professional indemnity (where 
applicable) 

Met Insurer: Hiscox 
Policy Number: PL-PSC04009707388/09 
Expiry Date: 5/11/2025 

B2 Is there appropriate insurance for any other relevant 
activity associated with the business e.g. driving? 

Met DfE number: NA 
Alternative Provider 

B3 Is the employer registered with the Health and Safety 
Executive or other relevant body? 

Met Pay an independent company (QES 
Consultancy) for health and safety advice 

B4 Evidence of annual health and safety inspection? Met Name:  Beech Hill Safety Ltd. 
Qualification: NEBOSH and IOSH 
Date of last inspection: 18/9/2025 

B5 Lead staff have relevant knowledge of requirements 
of health and safety legislation and this is 
disseminated to staff and students 

Met Yes 

B6 Appropriate health and safety signs and notices 
around provision? 

Met Displayed in the staff room and around the 
building. 

B7 Displayed notice naming designated person for health 
and safety to whom issues should be reported? 

Met Staff receive a comprehensive health and 
safety booklet as part of induction.   
The student handbook includes health and 
safety and safeguarding information. 

B8 Is health and safety part of the induction package for 
staff and students? 

Met Staff receive a comprehensive health and 
safety booklet as part of induction.   
The student handbook includes health and 
safety and safeguarding information. 

B9 Evidence that staff have read and understood the 
Government’s Safer Working Practices guidance? 
https://www.gov.uk/government/publications/health-
protection-in-schools-and-other-childcare-facilities 
 

Met Evidence on Smart Log. 
 

B10 Diary showing recent fire drills and relevant notes? 
(Fire Drills should be termly)  

Met Record completed termly. 
 

B11 Are staff and students trained in fire prevention and 
evacuation measures/procedures? Is there an 
evacuation plan in place? 

Met On induction staff and students are taken 
through the evacuation procedures.  
Evidence on new staff induction form and 
Fire and Evacuation Plan. Attached. 

B12 Fire alarms tested regularly and meet Fire and Rescue 
Service criterion?  This should be weekly. 

Met Yes – Tested Weekly. 

B13 Is there a certificate showing testing of the fire alarm 
system? 

Met Firecom Safety Systems November 2024 
 

B14 Are fire extinguishers tested regularly?  Who carries 
out the tests? This should be weekly as well as an 
annual check by fire safety company. 

Met Yes – weekly record and annual record by 
Firecom systems attached – December 2024 
 

B15 Is there a list of fire wardens on display? Met Yes 

B16 Electrical safety – is there evidence of annual PAT 
testing and is this recorded? 

Met Yes – Tested April 2025- certificate seen 

B17 Evidence of an annual check for gas appliances carried 
out by a qualified person? 

Met Yes – Tested June 2025 – certificate seen 

B18 Are risk assessments in place for the delivery centre? Met Provision: Y    Date: September 2025 
Fire (completed by external company):  Firecom                                   
Date: 28/8/2025 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
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Shared areas/public spaces:   Libraries 
Date: 17/9/2025         

 

B19 Designated First Aider with up to date certification?  
What are the arrangements for access to a qualified 
first aider or appointed person? 

Met Tim Wainwright, St. John Ambulance 
Training, Emergency First Aid: November 
2023 – 26. 
Andy Messent, St. John Ambulance Training, 
Emergency First Aid at Work: April 2024 – 27. 
Isobel Ballamy, St. John Ambulance Training, 
Emergency First Aid: November 2023 – 26. 
Certificates seen 

B20 First Aid equipment readily available? Met Yes 

B21 List of First Aiders displayed? Met Yes    

B22 Are medical plans for students available to all staff? 
E.g. anaphylactic shock, asthma etc. 

Met Yes                  

B23 Accident book maintained with copies of incidents 
held at provision and evidence of notification to home 
school/parents?  Systems in place to record and 
report health and safety incidents? 

Met Evidence seen? 
Yes. 
Example attached. 

B24 Who within the organisation is familiar with RIDDOR 
(Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013) procedures? 
(http://www.hse.gov.uk)  

Met Paul Dobinson. 

B25 How would revised control measures be conveyed to 
students/staff if a RIDDOR event occurs whilst they 
are on the premises? 
(http://hse.gov.uk/guidance/index.htm) 
 

Met Have received advice from QES Consultancy.  
Procedures in place and discussed in detail 
with PD. 
There is a phone chain set up for 
emergencies; email; calls to parents. 

B26 Is there any evidence of any RIDDOR investigations 
underway or outcomes pending? 

N/a No. 

B27 How does the provision ensure staff are aware of 
advice from the HSE with regards to lone working? 

Met There is a robust lone working policy and HSE 
advice is printed out and displayed on the 
staff room noticeboard. 

B28 Evidence of weekly water temperature testing to 
decrease the risk of Legionnaire’s Disease? 
Is this uploaded to a relevant recording system?  Is it 
in line with HSE requirements? 

Met Done weekly in line with all requirements. 
Example of record attached. 

B29 If food is prepared on-site, evidence of relevant Food 
Hygiene certification? 

N/a NA 

B30 Do you provide PPE?  Evidence of PPE checks?  
Evidence of PPE issue logs? 

N/a N/A 

B31 Does your Provision have a signing-in system for 
visitors?  Note, that unless the visitor has a 
satisfactory enhanced DBS viewed by you, they may 
not be left unsupervised with children at the Provision. 
Is this GDPR compliant? 

Met Visitors are issued with a badge. Signing in 
book kept updated. GDPR compliant. 

B32 Are your premises secure so that unchecked persons 
may not enter where there are students? 

Met CCTV on site; controlled access via main 
office; fob entry/exit. 

B33 Are there appropriate arrangements in place to 
ensure learners security, taking into account the local 
context? 

Met All students are scanned upon entry (parents 
aware/commissioners aware).   

http://www.hse.gov.uk/
http://hse.gov.uk/guidance/index.htm
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B34 Are your premises secure so that students cannot 
abscond?  What are the procedures if a student does 
leave premises without permission? 

Met Premises are as secure as possible, however, 
there is a procedure to follow if a student 
absconds.  Phone call home/commissioner – 
if not been able to make contact with parent 
after 15 minutes the police are called. 

B35 What are the arrangements in place for effective 
supervision of students at the provision?   

Met Staff to student ratio is 1:4; CCTV; fobbed 
entry and exit. 

B36 Have parents/carers been informed of health and 
safety procedures? 

Met Student Parent handbook issued on 
induction. 

B37 Do staff wear ID badges?  Are visitors issued with ID 
badges? 

Met Yes 

B38 Is specialist equipment regularly inspected and meets 
industry standards?  

NA  

B39 Evidence that staff using specialist equipment are 
appropriately qualified and trained? 

NA  

 

PART C: Safeguarding Information 
 

Lead member of staff for Safeguarding Name: Andy Messent  
Contact Details: 0115 8456404 

 

Criteria Met 
 

Comments/Further info 

C1 Who checks the SCR and how frequently? 
Is the owner/director included on the SCR? 

Met See Appendix B for minimum requirements 
for the SCR  
Evidenced and checked half termly 
Prohibition from teaching checks – waiting 
for some to come back 
Sec 128 – waiting for checks to come back 

C2 What safeguarding recording system do 
you use?  Evidence that Safeguarding log is 
maintained and shows that safeguarding 
and welfare concerns are actioned? 

Met Safeguarding incidents are recorded on a 
safeguarding log which is sent to the business 
director for discussion at the end of every 
term. Attached. 
Alongside this the provision use CPOMS to 
record safeguarding incidents/actions and 
share with the commissioning schools which 
use the same system.   

C3 Has a member of the Supervisory Body of 

the Provision been nominated to take 

responsibility for ensuring that the 

Provision appropriately discharges its 

duties in relation to Safeguarding? 

 

Met Yes.  

Andy Messent, Principal and DSL 

What: NCC DSL Update training 

When: December 2023 – December 2025 

Valid for two years 
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Have they received Safeguarding training? Certificate seen 

C4 Who is the Designated Senior Leader for 

Safeguarding?  What is their role in the 

organisation? 

Evidence of D.S.P. Level 3 training every 

two years?  

Met Andy Messent 

Email: andy@ntc.education    

 

C5 Are the contact details for the lead 

Safeguarding person within your 

organisation accessible and visible to all?  

E.g. Safeguarding noticeboard. 

Met Yes. 

Displayed in prominent places throughout the 

school. 

C6 Who is the Deputy Designated Leader for 
Safeguarding?  What is their role in the 
organisation? 
What is their training? 

Met Name: Tim Wainwright, Pastoral Manager 

Email: tim@ntc.education 
NCSCP DSL Update Training 
December 2023-December 2025 
Valid for 2 years 
Certificate seen 

 
C7 Who is the Designated teacher for Children 

in Care? 
 

Met  Lesley White 
 
 

C8 Who is the SENCO? Met  Lesley White 
 
 

C9 Who is the named E Safety lead? Met Paul Dobinson 
 
  

C10 Who is responsible for producing risk 
assessments on individual students to 
reduce students being harmed? 

Met Andy Messent 

C11 Suspected FGM has to be reported to 
social care if it has happened and to the 
police if evidence to suggest it could 
happen – how is the provision managing 
this? 

Met All staff have completed FGM training 
 
There is an FGM policy. 

C12 Who is responsible for the ICT filtering and 

monitoring system to ensure students 

cannot access inappropriate materials? 

Met Paul Dobinson – Fireguard System which is a 

firewall, anti-virus and internet filter so it 

blocks unsuitable sites and blocks all social 

media. 

C13 How do you evidence compliance with 

current Data Protection and GDPR?  Is the 

Met All staff have completed GDPR training for 

schools. 

mailto:andy@ntc.education
mailto:tim@ntc.education
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email system encrypted?  Have staff been 

trained?  How are referral forms etc. kept 

electronically? 

Updated Data Protection policy which 

includes GDPR guidelines.   

GDPR privacy notice on website and given to 

staff/students. 

Email system is secure and encrypted. 

C14 Have there been any Freedom of 

Information requests made? 

N/a No. 

C15 Do you have a relevant attendance policy 

in line with DfE guidance including CME 

regulations? 

Met There is a robust attendance policy which 

includes reference to CME and the SG policy. 

There is a Lost or Missing Child Policy. 

C16 Evidence that provider is reporting 

attendance to commissioner in a timely 

manner?  What systems are used? 

Met Twice daily emails with spreadsheet of 

attendance to commissioners  

Details also put on DCPro twice daily. 

Evidenced 

C17 Are staff aware of requirements with 

regard to attendance recording and 

reporting processes?  This includes learners 

leaving site/absconding/unauthorised 

absence. 

Met The pastoral manager works with the office 

to monitor and track attendance home. 

Staff are aware of processes and 

responsibilities. 

C18 Do you use DfE codes to record 
attendance? 

N/a  

C19 What is the procedure if you suspect a 
child is missing education? 

Met Any student absconding from provision - 
followed up with the commissioner.  Parents 
informed and if no contact after 15 minutes, 
reported to police. 
Attendance interventions run by the 
attendance officer; reported to home school; 
parents contacted. 

C20 How do you know that all staff are clear 
about their duties with regards to 
safeguarding and child protection? 

Met All staff have signed disclosure documents 
and read key government legislation; at least 
annual safeguarding training; updates 
emailed out from NSPCC safeguarding; team 
meetings. 
There is a Safeguarding handbook which is 
issued to all staff and there is a copy in the 

staffroom.   
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C21 Is the provision’s Child Protection and 

Safeguarding Policy available to staff, 

students, parents and commissioners? 

Met It is on the website and sent to 

commissioners if requested. 

C22 How do you evidence that staff have read 

and understood the provision’s 

Safeguarding and Child Protection policies? 

Met Recorded on Smartlog system.  

C23 Is the Child Protection and Safeguarding 

Policy revised annually? 

Met Yes 

C24 Do you have a clear procedure with which 

to process any allegations about 

staff/management/students? 

Met Yes 

C25 Has a senior member of staff successfully 

completed the DFE recognised safer 

recruitment training and can evidence 

accreditation within the last five years? 

http://www.nspcc.org.uk/what-you-can-

do/get-expert-training/safer-recruitment-

education-course/ 

Met Yes. 
Andy Messent – NSPCC 24th September 2021 
Updated SMARTLOG training September 
2025. 

C26 How do you evidence staff recruitment 

processes including vetting and barring and 

references in line with safe recruitment 

guidelines? 

Met Review CVs, telephone interview, face to face 
interview – check identity/qualifications.  
Once applicant is approved, DBS check and 
references applied for. 
Induction training then begins. 

C27 Evidence that a standard reference form is 

used for all new appointments. 

Met Template 

C28  Evidence that leaders ensure a new DBS is 

obtained for all new appointments. 

Met Recorded on SCR 

C29 Are there copies of references for 

employees on file? There should be a 

minimum of two references. 

Met Where possible there are two references per 
staff member. To be recorded on the SCR. 
 
Evidence of references for new staff seen. 

C30 It is a statutory requirement that all staff 

have undertaken the Introduction to 

Safeguarding training in the last 3 years 

and have been on an annual refresher 

course. 

Met Training Provider: Provided by safeguarding 

leads onsite. Recorded onsite. Attendance list 

attached. 

http://www.nspcc.org.uk/what-you-can-do/get-expert-training/safer-recruitment-education-course/
http://www.nspcc.org.uk/what-you-can-do/get-expert-training/safer-recruitment-education-course/
http://www.nspcc.org.uk/what-you-can-do/get-expert-training/safer-recruitment-education-course/
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Additional training done online provided by 

Smartlog 

C31 Do you keep records of Continuing 
Professional Development? 
e.g. Safeguarding Training and Updates, 
PREVENT Duty, Channel Training, E Safety, 
identify and reduce risk of FGM and Child 
Sexual Exploitation and Child Criminal 
Exploitation; Physical intervention training; 
GDPR 
 
All staff working with learners must have 
the relevant training that is listed above. 
 
Prevent and Channel training: 
https://www.support-people-susceptible-
to-radicalisation.service.gov.uk/portal 
 
FGM awareness training: 
https://www.virtual-
college.co.uk/resources/free-
courses/recognising-and-preventing-fgm 
 

Met Evidence on SMARTLOG 
 
Training matrix seen 
 

C32 Have all management 
committee/governors etc. had an 
enhanced DBS check? 

Met Yes. 

C33 When do you ask employees if their DBS 
status has changed? 

Met Checked every 6 months. 

C34 Are you aware of any staff members being 
referred to the LADO or Teaching 
Regulations Agency?  If yes, how is this 
managed? 

Met None have been referred. 

C35 Are staff aware of Nottinghamshire and 

Nottingham City Safeguarding Children 

Boards’ Safeguarding Children Procedures, 

April 2024 or later?  And website 

addresses: www.nottscc.gov.uk/nscb 

About Nottingham City Safeguarding Children 

Partnership - Nottingham City Council 

 

Met How do you promote safeguarding 

information to ensure staff are updated 

regularly? 

At least annual safeguarding training. 

Regular updates sent out and discussed in 

team meetings, including the links here 

shared. 

 

https://www.support-people-susceptible-to-radicalisation.service.gov.uk/portal
https://www.support-people-susceptible-to-radicalisation.service.gov.uk/portal
https://www.virtual-college.co.uk/resources/free-courses/recognising-and-preventing-fgm
https://www.virtual-college.co.uk/resources/free-courses/recognising-and-preventing-fgm
https://www.virtual-college.co.uk/resources/free-courses/recognising-and-preventing-fgm
http://www.nottscc.gov.uk/nscb
https://www.nottinghamcity.gov.uk/information-for-residents/children-and-families/safeguarding/safeguarding-children-partnership/about-nottingham-city-safeguarding-children-partnership/
https://www.nottinghamcity.gov.uk/information-for-residents/children-and-families/safeguarding/safeguarding-children-partnership/about-nottingham-city-safeguarding-children-partnership/
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as sources of information about correct, 

current practice with regard to 

safeguarding?   

C36 Evidence that staff have read and 

understood current Safeguarding 

legislation documentation: 

Working Together to Safeguard Children 

(DfE 2023) 

Keeping Children Safe in Education (DfE 

2025) 

Non-statutory guidance: 

What to do if you are worried a child is 
being abused? (DfE 2015) 

Met  
 
 
 
Evidenced in records on SMARTLOG 
 
 
Evidenced in records on SMARTLOG 
 
 
 
 
Evidenced in records on SMARTLOG 

C37 How are child protection and safeguarding 
notes/information kept? 

Met Online in password protected documents and 
on CPOMS. 
 

C38 How do you share confidential information 

with the Home School securely? 

Met Encrypted email; telephone; meetings. 

CPOMS 

C39 How are Child Protection records 

transferred back to the Home School when 

the placement ends? 

Met CPOMS and secure emails, but all records are 
generally held by the commissioning school.  
 

C40 How do you know that staff understand 

what to do if concerned about a child and 

who to contact about any issues? 

 

Met Staff make referrals; staff meetings; staff 
training. 
 

C41 How are members of staff made aware of 

their responsibility if any disclosures 

made? 

Met Safeguarding handbook, INSET training, staff 
updates. 

C42 What actions are taken to identify students 
who are at risk from harm or are 
vulnerable? 

Met Risk assessments shared with staff; extra 
vigilance taken by staff. 

C43 Do you have the contact details for the 

DSLs within the young person’s home 

school? 

Met Yes 

C44 How and when are new staff and 

volunteers informed of the providers’ 

Met On Induction 
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requirements for Safeguarding?  Is there an 

induction period? 

C45 How frequently is Safeguarding an agenda 

item in team meetings?   

Met Agenda/minutes seen? 

Weekly in briefings. 

C46 Can you give examples of how you 

promote a culture of vigilance at the 

provision? 

Met The use of the wand to search students; signs 
of safety training; risk assessment; training 
updated; regular briefings; attendance at 
MAMs 

 

 

 

PART D: Governance and Leadership Information 
 

Criteria Met Comments/Further Information 

D1 Does your organisation have a supervisory 
body? 
Evidence of Annual Report to Governors 
which includes Safeguarding?  

Met How is leadership provided? 
Leadership structure included and on website: 
https://ntc.education/meet-the-team/  
Termly safeguarding report sent to governors. 

D2 Do you have a Self-Evaluation Form (SEF) that 
evaluates effectiveness using feedback, audits 
and improvement plans? 

Met SEF updated annually. Included. 

D3 Evidence of an induction programme for staff? Met Yes 
D4 Evidence that teaching staff have the skills and 

knowledge to deliver programmes effectively? 
Met Yes 

D5 Do you have a schedule for lesson 
observations? 

Met QA programme built into calendar 
Who conducts these? Andy Messent/Phil 
Green 

D6 Do you subcontract or work in partnership to 
deliver your provision with non-Nottingham 
City compliant APs?  

N/a No 
 
 
 

D7 Have Governors/Directors been made aware 
of their duties in relation to PREVENT? 

Met Evidence of training? 
Paul Dobinson completed training. 

D8 Who is the named person responsible for the 
Behaviour Management Policy? 

Met Tim Wainwright 

D9 How are behaviour issues logged and who is 
made aware of these?  What is the impact? 

Met All logged and recorded with actions recorded as 
well.  Managed by the pastoral manager and the 
senior leadership team. The most serious 
behavioural incidents are recorded on CPOMS. 
The impact is to minimise the number of serious 
incidents. 

https://ntc.education/meet-the-team/
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D10 Evidence of incident logs and outcomes to 
reduce the risk of harm? How is the home 
school informed? 

Met Home school informed of serious incidents; 
actions taken and the impact assessed. 

D11 How do you log incidents of physical 
intervention?  Do staff have relevant training?   

Met On serious incident form. 
Staff have received positive handling training. 

D12 Incidents of racism or homophobia have to be 
reported to the Local Authority – evidence? 

Met This would be recorded on serious incident log 
and home school informed for them to contact 
the LA. 

D13 Is your website regularly checked and 
maintained?   
Policies: Safeguarding/Health & Safety/E 
Safety/Attendance/Behaviour/RSHE/SEN/Anti-
bullying/Drugs/Whistleblowing 

Met Yes 
https://ntc.education/ 
Action – add attendance/RHSE/drugs policies 

D14 Does the website include SEND Local Offer 
information and links to Nottingham City’s 
Local Offer page? 

Met Yes 

D15 Evidence of annual SEND report on website Met Yes 
D16 How many AP Network meetings has a 

provision representative attended in the 
last/current academic year? 

Met 5/6 

 

PART E: Curriculum Information 
 

Criteria Met Comments/Further Information 

E1 Evidence that admissions and referral 
processes are documented and transparent? 

Met Admissions Policy attached 

E2 Evidence that records are maintained for all 
learners, including key information from 
commissioners? 

Met Key records are maintained on the students’ 
individual education plans and on data 
sheets shared with commissioners once a 
term or when asked. Attached is a recent 
data sheet for Unity. 

E3 Evidence of an induction programme for 
students? 

Met Yes – student and parent handbook 

E4 Is there evidence of pupil voice and parent 
voice within the organisation? 

Met Pupil feedback forms twice a year.  There 
are parent questionnaires.  Reports to 
parents are issued three times a year and 
parents are invited to provision on a 
regular basis 

E5 What are your arrangements for base-lining 
students to measure progress? 

Met Staff use their own baseline template for 
each subject. 

E6 Are Individual Learning Plans in place and do 
they include targets/reviews? What actions 
are taken if learning is off track? 
 

Met All are on the Individual Education Plans 
which are drawn up with parents, 
students and commissioners. 
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Reports include targets and reviews and 
are shared termly with students and 
parents. 
An example of both is attached. 

E7 Do you have delivery plans/schemes of 
learning in place? Do lesson plans identify 
intended learning outcomes and are they 
tailored to individual needs? 

Met Tutors work from curriculum plans and 
schemes of learning.  
Maths attached as evidence. 

E8 Is there a comprehensive PSHE programme 
covering:  
Reducing risk of radicalisation and extremism 
Promoting ESafety and reducing on-line 
safeguarding risks 
Risks of substance misuse and alcohol 
Sexual health  
British Values 

Met The provision use the PSHE Association 
resources as a programme together with 
Vote For Schools and the NAHT equality, 
diversity and inclusion calendar & in 
accordance with the DfE Statutary 
Guidance July 2025. PSHE is sent out to 
staff every Friday for the following week. 

E9 Are there signed parental consent forms for 
off-site student visits? 

Met Consent form but no visits last year. 

E10 Do you offer work placements?  How are 
parents informed? How are the placements 
checked and monitored? 

N/a No – arranged via commissioning 
schools. 

 

 

APPENDIX A: List of policies – it is advised that policies are revised annually 

and shared with staff. 

 

 

 Policies  Yes/No Last 
Review 
Date: 

 Details/Comments 

Admissions Policy y Sept 
25 

 

Anti-bullying Policy y Sept 
25 

 

Approved NCSCB Safeguarding Policy which 
includes sections on Children in Care, Children 
on a Child Protection Plan and Child in Need 
Plan. 

y Sept 
25 

 

Attendance Policy to include how staff manage 
learners who abscond 

y Sept 
25 

 

Behaviour Policy  y Sept 
25 
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Complaints  y Sept 
25 

 

Data Protection (including GDPR compliance) y Sept 
25 

 

Drugs and substance misuse y Sept 
25 

 

Equality and diversity 
 

y Sept 
25 

 

Fire safety y Sept 
25 

 

First aid (including management of  
medical conditions, intimate care) 

y Sept 
25 

 

Grievance y Sept 
25 

 

Health and safety  
(including premises management where 
applicable and covers risk assessments and 
medical needs) 

y Sept 
25 

 

Information and Guidance y Sept 
25 

 

Internal and External Exam Verification 
Arrangements 

y Sept 
25 

 

IT and E-Safety policy y Sept 
25 

 

Lockdown policy y Sept 
25 

 

Lone Working  y Sept 
25 

 

Marking and Assessment policy y Sept 
25 

 

Medical policy to include the safe storage and 
administration of medicines 

y Sept 
25 

 

Medical Emergency policy y Sept 
25 

 

Modern Slavery statement y Sept 
25 

 

Off-site visits policy y Sept 
25 

 

Pupil Premium Policy y Sept 
25 

 

Quality Assurance y Sept 
25 

 

Recruitment and selection to include DBS checks y Sept 
25 

 

Relationships, Sex and Health Education Policy y Sept 
25 

 

Remote Learning policy y Sept 
25 
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Social media (engaging with children outside 
Provision) 

y Sept 
25 

 

SEND y Sept 
25 

 

Staff code of conduct (to include staff discipline) y Sept 
25 

 

Staff CPD and Performance Management 
Procedures and Reporting  

y Sept 
25 

 

Supervision of learners  y Sept 
25 

 

Supervision of visiting speakers y Sept 
25 

 

Supervision of volunteers y Sept 
25 

 

Travel y Sept 
25 

 

Use of force and restraint (physical intervention) y Sept 
25 

 

Whistle blowing y Sept 
25 

 

Work placement n/a   

Any additional policies? NA   

 

APPENDIX B: MINIMUM REQUIREMENTS TO BE ON THE SINGLE CENTRAL 

RECORD (SCR) 

Single Central Record 

Checklist 

  

  
Single Central Record Checklist (Minimum expectations) √ 

Name of person   

Job role  

Start date  

Date you saw the candidates Identification documents   

Qualification(s) Required (yes or no) – This is only where it is an essential 

qualification for the role).    

Date Qualification(s) obtained   

Date DBS Enhanced Check was obtained    

Date Barred List Check (only if in Regulated Activity) was checked (normally same as 
the date you obtained the DBS certificate)    

Prohibition Check (Anyone in teaching work1) Date Checked   

Right to Work in UK Date Checked   

 
1 Teaching work means planning and preparing lessons and courses for pupils, delivering lessons to pupils, and assessing 
the development, progress, and attainment of pupils. — The Teachers’ Disciplinary (England) Regulations 2012, Regulation 
3 
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Date you completed overseas checks (for an overseas applicant).     

Section 128 Prohibition Check for management positions in Independent schools 
(including Academies and Free Schools.)   

 

 

 

 

 

 

 

Single Central Record (People to include) (In Excel, usually on a separate tab)  

All Staff    

Governors/Proprietors/Trustees   

Volunteers   

Agency Staff    

Third Party Staff (contractors)    

Student teachers (if on the school's payroll)   

Any other person you engage in regulated activity – Third party Tutors etc.    

 
Checked by:  
Date: 
 
It is to be advised that the SCR needs to be checked each half term and not checked 
by the same person each time.  

 

 

 

 

 

 

 

 

 


