




Single Central Record for Group Providers

This document has been developed to help group providers keep a concise overview of the suitability of all employees and any adults who work on the premises (paid or unpaid).
As part of safer recruitment processes, more detailed information should be kept for each individual in their personal records.
Please note: original DBS certificates MUST be viewed by Managers / Owners. This person must confirm the authenticity of the certificates and explore any anomalies e.g. different names / certificates from abroad. (A signed and dated record of this action is required).  
Early Years Providers must have working practices which reflect Keeping Children Safe in Education (2025) Part 3 - Safer Recruitment and 

/Early_years_foundation_stage_statutory_framework_-_for_group_and_school-based_providers. 

This document is an example of what information should be included, but you may wish to add further details.
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	Name of employee

	Position in setting
	Any other areas of designated responsibility 
	Qualification (including date obtained)  
	Enhanced DBS  Number and date completed  
	Registered with 
DBS update service 
	PFA certificate  - date completed 
	Safeguarding Training completed 
	Date employment commenced
	Date employment ceased
	Date of referral to DBS (if applicable)

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	

	
	
	
	


	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	


	
Coventry Early Years Service   Single Central Record  - updated November 2025 
image1.png
o

Coventry City Council




