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                                                                  RECORD OF MEETING ON PVG/DISCLOSURE                     
                                                                  INFORMATION      

                                                                    
Name of Nominated Candidate:
Department:
Post:
Post Reference:

Name of Manager:
[bookmark: _GoBack]
	Outline to the candidate the purpose of the meeting which is, to assist the completion of a risk assessment on the information provided on their PVG or Disclosure certificate. Explain that they will be asked to agree and sign a record of this meeting which, if they are appointed, will be retained to evidence that this discussion has taken place.


	1. Discuss with the nominated candidate the information on the PVG/Disclosure Certificate and allow the nominated candidate to provide the background to the conviction/offence(s), taking into account the following:
· age at time of conviction/offence(s)
· time since conviction/offence(s)
· or, where more than one, time since most recent conviction/offence(s)
· circumstances which led to the conviction/offence(s)


	          Record









	2.  Discuss with the nominated candidate  any change to their circumstances since the  conviction/offence(s)  and what their current insight is into the conviction/offence(s)

	     Record









	3. Where the candidate is being considered for listing, discuss with the candidate the context and reasons for this.

	











	Manager’s signature:

	
	Date:
	

	Print manager name:

	

	Nominated Candidate signature:

	
	Date:
	

	Print Nominated Candidate name:
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