
RISK ASSESSMENT PENDING THE ISSUE OF A CRB DISCLOSURE CERTIFICATE
Assessing the risks of starting an employee or volunteer before the Criminal Record Bureau disclosure certificate has been returned.

This risk assessment must be completed with reference to the information in the Policy on the Employment of Ex-Offenders and Checking Criminal Records.

Appointing officers must complete this risk assessment form and it must be authorised by the Head of Service/Head Teacher  before the person can start working/volunteering with children or vulnerable adults.  This completed risk assessment form must be placed on the individuals personnel file and made available to HR, Audit, Safeguarding and Ofsted inspections.

It is only in exceptional circumstances that an individual may commence prior to the receipt of an enhanced Oxfordshire County Council CRB disclosure.   People in these circumstances may only work without CRB disclosure when the following applies:
· An enhanced, Oxfordshire County Council CRB check has been applied for

· They have no contact with children or vulnerable adults 

· They have no access to sensitive records, particularly information about individual children or vulnerable adults..

·  Any access to other databases such as Framework-i and SWIFT is permitted only after authorisation by the Head of Service.
· This risk assessment and risk management plan has been completed and signed off by the relevant Head of Service/Head Teacher.

In very exceptional circumstances staff (but not volunteers) who work with children, vulnerable adults or their records  may work without a clear Oxfordshire County Council enhanced CRB disclosure if they are closely supervised (within sight and sound of someone with a clear CRB check); however, this will normally only be permissible when not to allow them to work would disrupt the care of children and vulnerable adults; e.g where there is a regulatory requirement to have a ratio of staff to number of children or vulnerable adults. People may only work in these circumstances when the following applies:

· The person has an enhanced CRB disclosure issued within the last year by another body.  
· The person provides the original enhanced CRB disclosure certificate to the appointing manager as evidence. 
If you require any assistance with completing this Risk Assessment please contact Damian Griffiths (CYP&F) 01865 815957 or Barry Armstrong (Schools) on 01865 815956  or Hugh Ellis (S&CS) 01865 323732 or the HR Vetting & CRB Team on 01865 797407 or the Recruitment Team on 01865 797400.
To be completed by Appointing Manager/Teacher
	Name of Candidate:      
	Date of Birth and/or 

Payroll Number:     


	Job Title:      
Job Ref No:      

	Work Base:      

	Proposed Start Date:      

	Manager/School Manager Conducting Assessment:     


	Section A:

Safer Recruitment Guidance
	Comments

	Has the Recruitment Checklist been completed, including all of the following checks:

· Application Form (checking gaps, discrepancies or anomalies
	     

	· Appropriate and satisfactory references
	     

	· Has the appointing manager spoken to the referees for clarification or to gain missing information on the applicant and verification of the referees position in the organisation
	     

	· Qualifications – where required in the selection criteria
	     

	· Has the candidate completed the Convictions Policy Statement on the Application form regarding the Rehabilitation Of Offenders Act 1974?  Please state the information they supplied. 

· Have you actively asked the person if they have any  convictions, cautions, reprimands, warnings, bind-overs, pending prosecutions or disqualifications? 

· If the person has any records then the person must not commence work until full CRB disclosure has been returned.
	     
     
     

	· Asylum and Immigration checks – signed as verified seen original copies
	     


	· Health checks
	     

	· List 99 check (for anyone working in a school a List 99 check must be carried out before they start work.  Email the candidates forenames, surname, previous surnames and dates of birth to: crb@oxfordshire.gov.uk)
	     


	Section B:

Criminal Records Bureau Disclosure Checks
	Comments

	1. Does the candidate already hold a Disclosure Certificate? 

If not, please go to Q6.
	     
     

	2. Was the disclosure certificate issued by Oxfordshire County Council? 

If not, who is the Registered  Body?
	     
     

	3.     Was the disclosure certificate issued within the last 12 months?
	     

	4.     Is the disclosure certificate issued to an Enhanced level?
	     

	5a.  If the candidate is going to work with children:

· Has the disclosure been checked against the Protection of Children Act List information? (should have the words ‘NONE RECORDED’ printed)

OR

5b    If the candidate is going to work with vulnerable adults:

Has the disclosure been checked against the Protection of Vulnerable Adults List information? (should have the words ‘NONE RECORDED’ printed)
	     
     
     
     

	6.     Has the candidate completed a new CRB Disclosure Application form?

· And, has the application form been forwarded to the CRB or Recruitment team in the Shared Service Centre for processing? If so please confirm date.


	     
     
Date completed CRB returned to Shared Services:      

	7.     Has the candidate been a resident outside of the United Kingdom?

· If yes, is the candidate able to  produce the Police Check or CRB equivalent from that country?

· If no, is a Police Check or CRB equivalent from that country being sought?
	     
     
     


	Section C:

Other Relevant Questions
	Comments

	Is the candidate able to carry out induction, training and supervised tasks whilst waiting for the CRB disclosure to be returned?
	     

	What is the duration, frequency and nature of the contact with the children or vulnerable adults?
	     

	What is the nature of the access to information about individual children or vulnerable adults? 
	     

	How sensitive is the environment in which the individual will be working? E.g. do others who work there have a lot of contact with children/engage in discussion about individual children/frequently access databases or reports containing information about children?
	     

	For Volunteers – Is the candidate well know to others in the community who are likely to be aware of behaviour that could give rise to concern?
	     

	For Volunteers – Does the candidate have other employment or undertake any voluntary activities where referees would advise on suitability to work with children or vulnerable adults?
	     


	Section D:

Any further information

	Is there any other information to support this Risk Assessment regarding the candidate, the work itself or the location/environment where the activities will take place?

     



	Level of Risk:

Please complete the level of risk and reasons – please see  Policy on the employment of ex-offenders

	High Risk


	     

	Medium Risk


	     

	Low Risk


	     

	Can protective measures be put in place? Yes / No     

	Outline of the protective measures Risk Management Plan e.g. curtailment of access to children/information; additional supervision; temporary changes of work location; temporary diversion of low risk tasks or training. 
     


Signed (Teacher/ Manager)      




Date:      
Print Name (Teacher/Manager)      
	Authorised by Head Teacher or Chair of Governors /Deputy Director


	Is this person suitable to start work before the CRB is returned under the conditions proposed above?     Yes/No       

Comments:  (Reasons for decision)      


	Is this person given permission to access Framework i and/or SWIFT

Yes           
No            


	Comments: (Reasons for decision)

     



Signed (Head Teacher/ Deputy Director)                                               Date      
Print Name (Head Teacher/ Deputy Director)      
If authorised by a Head Teacher or Chair of Governors please retain this locally in a locked secure cabinet.  

Where signed by a Head of Service please return a copy of the fully completed risk assessment to: Recruitment Team, Unipart House, Garsington Road, Oxford, OX4 2GQ

jobs@oxfordshire.gov.uk
Created on 14/12/2011

 

