Your letter heading
	(Date)
Mr J P Foylan
The Commercial Lead
Sir Thomas Rich’s School
Oakleaze
Gloucester
GL2 0LF
Dear Mr Foylan
The employees of (company name) listed below with their DBS numbers and issue dates, are contracted to work as part of my business. I can confirm that on recruitment all checks including overseas and right to work in the UK were carried out with a satisfactory outcome.
We have checked photographic ID for the persons named to confirm their identity.
We are satisfied that there is no reason why any person named should not work in a school environment while children are present.
We have carried out our recruitment process in accordance with the requirements of DfE “Keeping children safe in education statutory guidance for schools and colleges- September (insert year)”.
Yours sincerely

Name
(Proprietor/Managing Director)


