RISK ASSESSMENT – disclosure of a criminal record

	Organisation




	Post 
	

	New applicant?
	y/n
	
	Existing staff  (as paid  or vol)
	y/n
	



	Is this role Regulated Activity?
	y/n
	
	Volunteer?
	y/n
	



	Name of individual
	Date of birth: dd/mm/yy

	Address
	Postcode

	Recruiting Manager
	Signed 
	Date dd/mm/yy

	
	
	

	Safeguarding Officer
	Signed 
	Date dd/mm/yy

	

	CEO/Chair of Trustees:
	Signed 
	Date dd/mm/yy



Before any decision is reached the individual must be offered the opportunity to discuss their criminal record/contents of their DBS certificate. 

	Decision  - please as applicable

	

	
	Offer position/volunteer role

	
	

	
	Do not employ/offer volunteer role

	
	

	
	Offer position/volunteer role with adjustments

	
	

	
	Allocate to other work

	
	

	
	Suspend

	
	

	Details of adjustments/new role allocation e.g. supervision, monitoring arrangements/removal from regulated to non-regulated activity



	
	

	Discussed with individual 
	Date dd/mm/yy


This risk assessment should be kept confidentially in a sealed envelope on the employee’s personal file.

Any disclosures which raise immediate protection issues should be referred to social services or the police in line with our safeguarding policy.

*A person can be an applicant, candidate, existing employee or volunteer 

	1. Does the DBS certificate show the person is included on the appropriate DBS barring list? 

If the answer is yes then you cannot recruit or continue to offer employment/volunteer position and the person must be removed immediately. It is illegal for a barred person to work in regulated activity.

	

	Yes  
	
	refer to safeguarding officer/senior manager immediately

	No
	
	continue with rest of assessment 

	

	Referred to 
	
	Date
	D D M M Y Y




	2. Overall, how serious do you consider the offence or record (offences) to be?
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	Major
	Moderate
	Minor

	

	
	Unsure - if you don’t understand the type/nature of offence disclosed then you need to seek further advice

	

	Comments














	3. Did the offence occur recently?  Within last

	



	Year
	3 years
	10 years

	

	What is the interval between the date of the last offence and to date?
	mm/yy



	4. How old was the person when the offence was committed? Adult/ child or adolescent?
	State age
	

	

	5. What age is the applicant now?
	State age
	

	

	6. Does the criminal record show a pattern of behaviour, or was the offence a one-off?

	



	One-off
	Repeat – frequent
	Repeat – infrequent

	

	Comments












	7. Did the person disclose any convictions, cautions, reprimands or final warnings which would not be filtered in line with current guidance, as part of the application process/at interview/or during their employment/volunteering?

	



	Yes
	No reason
	No with valid reason

	

	Comments










	8. Are you satisfied with the person’s explanation of the circumstances of the offence?

	



	Yes
	No
	Unsure

	

	Comments










	9. Have the circumstances that contributed to the person committing the offence or pattern of behaviour changed for the better? 

	



	Yes
	No
	Maybe

	

	Comments







	10. Are there any gaps in cv/employment history and are these cause for concern?

	



	Yes
	No

	

	Comments





	11. Have you received satisfactory supporting references; at least one reference from a previous employer if possible and verified by personal contact?

	



	Yes
	No

	

	Comments






	12. Does the post involve one-to-one contact with children or other vulnerable groups as service users and/or other employees/volunteers

	



	Yes
	No

	

	Comments




	Increase/decrease any potential risk? +/-
	



	13. Are there any concerns about the motivation to work with a child/adult at risk?

	



	Yes
	No

	

	Comments




	14. Does the post involve responsibility for finance, items of value or other high risk areas?

	



	Yes
	No

	

	Comments



	Increase/decrease any potential risk? +/-
	




	15. Does the role allow the opportunity to re-offend?

	



	Yes
	No

	

	Comments



	Increase/decrease any potential risk? +/-
	




	16. Are there any policies and procedures in place which will allow for adequate supervision and review processes so that a person can be monitored and moved into a ‘safer’ role or dismissed if there is increased cause for concern? 

	



	Adequate
	Inadequate

	

	Comments




	Increase/decrease any potential risk? +/-
	



	Further comments/overall summary















