SAFER RECRUITMENT

Risk Assessment of PVG/Disclosure Information 

[bookmark: _GoBack]This risk assessment is one element of the interview and selection process.

‘Disclosure’ is a collective term for different types of Disclosures and Protecting Vulnerable Groups (PVG) Scheme records. Where a PVG/Disclosure Certificate indicates a criminal history or other information, a risk assessment on suitability for employment in the post applied for must be undertaken. 

Disclosure information could include:
· Details of criminal records
· Information about a persons’ inclusion on children's or adults' lists
· Other relevant information held by a local police force or Government Body
· Or state that there is no information
It is not always easy to understand the nature of an offence from the information provided. Managers requiring advice on offences can search online or approach your HR Department.

1. Listing and Barring

This risk assessment will not be undertaken if the nominated candidate is ‘barred’ from working with the vulnerable group applicable to the post i.e. children and/or protected adults.  It is an offence to employ a person who is ‘barred'. 

Individuals in this position have been investigated (‘under consideration for listing’), and assessed by Disclosure Scotland on their suitability to work with vulnerable groups.  They may be deemed unsuitable to work with adults or children or both groups. 


2. Undertaking the risk assessment - discussion with the nominated candidate

Discussion with the nominated candidate will inform the completion of the risk assessment form. The recruiting manager (or nominated manager) must contact the nominated candidate (by phone) to explain the reason for the discussion and allow them to provide an explanation/ context on the PVG/Disclosure information. The discussion should be recorded, signed and dated by the manager.

The attached ‘Record of meeting’ form is provided for this purpose.  Use of this form is optional but, it is a useful tool for guiding the conversation and completion of the risk assessment form.

The recruiting manager must meet with the nominated candidate under the following circumstances and record the meeting as indicated above: 

· The post is in a high risk area such as social work or social care and/or,
· The PVG/Disclosure information is of a serious nature

The nominated candidate must be advised to bring to the meeting their copy of the PVG record or Disclosure certificate.  If offences are of a ‘serious’ nature it is recommended you should not conduct the meeting alone.





3. Assessing risk – consideration of information contained in the Disclosure

In considering the information provided in the PVG/Disclosure the manager must be proportionate and fair.  A criminal record does not exclude an individual from the workforce but, it may indicate that they are not suitable to undertake a particular post. The manager should consider the following:

· Whether the person is ‘barred’ from working with particular vulnerable groups,

· Whether the information is relevant to the post applied for e.g. many findings on PVG/Disclosures relate to road traffic offences and will not be relevant if driving is not an essential element of the post.  However, if the road traffic offences are of a more serious nature such as; drink driving or driving without licence and/or insurance, this may reflect the person’s attitude to the safety of others and should be taken into consideration.

· Whether the information is of a ‘serious’ nature? ‘Serious’ can be defined as behaviour which has or is likely to place individuals at risk of harm, such as; theft, fraud, assault and sexual risk. The manager should indicate in the tool why they believe the behaviour to be of a ‘serious’ nature,

· What is the length of time since the offence or other relevant matter occurred,

· Whether there is a pattern of offending or other issues,

· Whether the person’s circumstances have changed since the offending behaviour,

· What, if any, action is required and possible to minimise offending behaviour.


4. The risk assessment form
 
The form provides a checklist of areas to facilitate consideration and recommendation on the suitability of the nominated candidate for the post.  

Following discussion/meeting with the nominated candidate, the manager should complete the risk assessment form with a recommendation on whether or not the nominated candidate is suitable or unsuitable for the post, based on the PVG/Disclosure information provided and discussion with the individual. A template for recording the meeting has been provided. This is optional but may assist in the completion of the risk assessment.

The risk assessment should be shared with a senior manager who will verify the process and consider the recommendation of the recruiting manager before a final decision is made to confirm or rescind the offer of employment.  

Whichever decision is made, the recruiting manager will advise the candidate verbally of the decision (noting the date of the conversation), before this is confirmed in writing by the Recruitment Team.

5. Retention and storage of the risk assessment information

If the decision is to appoint the candidate, the following should be filed and retained.  

· risk assessment form, signed by both managers – retained indefinitely,
· record of the meeting signed by the manager and nominated candidate – retained indefinitely,
· PVG Record/Disclosure certificate – if no vetting information, retain for 6 months from appointment decision. If vetting information exists, the certificate can be retained for as long as the employee remains in regulated work with us.  

If the decision is to rescind the conditional offer of employment, the following should be filed and retained.

· the risk assessment form, signed by both managers
· the record of the meeting signed by the manager and nominated candidate 

Retention of this information (including PVG/Disclosure certificate, will be 6 months to allow for an appeal period by the unsuccessful nominated candidate. 

All PVG/Disclosure certificates must be securely stored separately from all other information. 




If appointed, this form will be retained in the employee’s personal file as evidence that a risk assessment has taken place. The form must not contain details provided on the PVG/Disclosure certificate. 
 
	Name of Candidate:

Department:
	Post:

Post Reference:


	Level of Disclosure
(PVG, basic, standard or enhanced disclosure):
	PVG Membership/Disclosure number:

Issue Date:

	Recruiting Manager name and post title

	




	Risk Assessment Checklist 
Where possible answer Yes or No to the questions and provide details where appropriate

	Are the convictions/offences relevant to the post applied for?

	

	Is the Disclosure information of a serious nature?  Indicate why you believe this to be the case?

	

	How long has it been since the last offence or other relevant matter and what was the age of the person at the time? 

	

	Does the Disclosure information indicate an isolated offence or a pattern of offending behaviour? 

	

	Have the candidate’s circumstances changed since the offence or other relevant matter?

	

	Has the candidate shown any insight into their behaviour?

	

	Has the candidate lived out with the UK in the past 5 years and are they able to provide a criminal history?

	

	Does the post present any opportunities for the candidate to reoffend in the workplace? 

	

	Is action required to minimise the risk of reoccurrence of offending behaviour in the post?
 
	

	If the candidate is ‘under consideration for listing’ by Disclosure Scotland indicate whether or not this affects their suitability for the post.

	







	Please tick relevant box


	Following consideration of the information provided by Disclosure Scotland and discussion with the Nominated candidate I am satisfied that the candidate is suitable to work with vulnerable service users in this post and recommend that the candidate is appointed.

	

	Following consideration of the information provided by Disclosure Scotland and discussion with the Nominated candidate I am satisfied that the candidate is not suitable to work with vulnerable service users in this post and recommend that the conditional offer of employment is rescinded.

	

	Recruiting Manager’s signature

	

	Print name and job title

	

	Date

	




	Please tick relevant box. Following consideration of the risk assessment process I confirm that: 


	a) The appointment should proceed
	

	b) The offer of employment should be rescinded
	

	Senior Manager’s signature

	

	Print name and job title

	

	Date

	



	Date of conversation with candidate on outcome of risk
assessment
	



.
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