	RISK ASSESSMENT – INTERIM STAFF APPOINTMENT PENDING FULL DISCLOSURE CERTIFICATE

	
	

	Name of applicant: 


	Job Title:                
	Proposed Start Date or date of visit to service:

	Please provide reason for this Risk Assessment:

(for example no full DBS undertaken due to being a guest speaker/visitor to a group)



	Requirements
	Example considerations
	Evidence/Comments

	The applicant has declared in writing that they have no criminal convictions, cautions, reprimands or final warnings (spent or unspent) to declare.
	The criminal records and disqualification declaration (on application form) has been checked and none have been declared.


	

	Evidence of recent/previous Disclosure Certificate.

	Has a previous Enhanced Disclosure Certificate (the original, not a copy of it) been seen - this can be requested from the applicant. 
Does it include a barred list check and what date was it issued? Identify the applicant’s last day at work in this setting and consider the length of time in between, (a disclosure certificate is only valid when it is created, not for a specific period of time). 


	

	The applicant has not declared an address outside the UK within the last five years.


	If the applicant has declared time spent outside the UK, await Disclosure certificate and obtain a Certificate of Good Conduct (CGC) from the relevant Country (see Criminal Records Policy for relevant Nation) for further information regarding CGCs.

	

	Applicant has been interviewed and written record available.


	Structured interview undertaken by at least two people, satisfactory answers properly recorded, including safeguarding questions.

	

	Proof of identity.
	Approved identification documents (birth certificate, passport, driving licence) – as per list relevant to Disclosure process (originals only) – have been checked and verified by manager.
	

	


Written reference
	Minimum of two references, covering at least the last five years of employment, including present employer/relevant manager do we have satisfactory information with regards to the applicant’s reason or leaving? Pay particular attention to the responses on suitability for work with children or adults at risk and whether there have been any allegations or concerns raised about the applicant relating to the safety and welfare of children or adults at risk.
	

	Documentary evidence of any relevant qualifications and accredited training.

	Original documents only seen
	

	Vocational Training Setting 
	All young people on placement with be 16 years +
	


	For the duration that an Enhanced Disclosure Certificate is outstanding or not undertaken, appropriate supervisory arrangements are put in place.
	1. appoint a member of staff, who is appropriately qualified and experienced, to supervise the new worker/visitor
2. ensure that the appointed staff member, or another appropriately qualified and experienced member of staff, is on duty at the same time as the new worker and supervises the new worker’s practice during each working shift; and

3. ensure the new worker is not left alone with children or adults at risk and does not escort service users away from the service premises unless accompanied by the staff member. 




Interim Additional Supervisory Arrangements
	Recommendation 
Based on the information above this person is approved to undertake work  for the following reasons:


	Assessed by:  


	Job Title: 
	Date: 
	Signed: 


	Decision

Based on the information above this applicant is* / is not* approved for interim appointment for the following reasons:

* please delete as appropriate


	Reviewed by: 


	
	Date: 
	Signed:

	Reviewed by: 


	
	Date: 
	Signed:

	Reviewed by: 


	
	Date: 
	Signed:

	


