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Appendix 4: DBS Risk Assessment Form

	Name of member of staff/student:

	Professional Body Registration Number //UCAS Number / Student Number

	Role/Course:                                                                                       Year:


	What was/were the offence(s)?
	1.

2.

3.

(Use additional forms if insufficient space)

	Did the applicant disclose past convictions, cautions, reprimands or warnings on the UCAS/UCO application form or at the point at which any new offence was committed?
	Yes
	No
	
	
	If NO, pause the process at this point while the applicant is asked why.

When information is received:  

If acceptable mitigating circumstances exist, continue assessment.

If no mitigating circumstances exist, or circumstances are unacceptable, end application process at this stage

If YES, continue this assessment.

	STUDENTS ONLY: Will the offences be considered “protected” according the Rehabilitation of Offenders Act 1974 at the point of graduation?
	Yes
	No
	Please supply details: 
	
	If the convictions are deemed to be protected according to the Rehabilitation of Offenders Act 1974 AND are not considered to pose a future risk to vulnerable groups, or lead them to be barred from entering  the profession at the point of graduation, then the risk will be deemed to be LOW and the applicant can be cleared for study.
If the convictions will not be spent at the point of graduation OR do give cause for concern of risk to vulnerable groups on the candidate entering the relevant profession, please continue to the next question.

	RISK LEVEL IN RELATION TO QUESTIONS:
	                                                                                                 HIGH                             MEDIUM                          LOW

	At what age was the offence committed? What is the applicant/registrant’s age now?

Was the offence committed as an adult, or as a child or adolescent, and is it still relevant? Offences that took place a number of years ago may have less relevance now, with the exception of serious violent or sexual offences.
	State age at which offence committed:

State age of applicant/registrant now:
	
	High

Offence still highly relevant
	Medium

Offence still somewhat relevant
	Low

Offence not relevant

	When was the offence committed?

Offences that occurred a long time ago may be less relevant than ones that are more recent.
	1.

2.

3.
	
	High

In the past 3 years
	Medium

Between 3 and 10 years
	Low

More than 10 years before

	What was the sentence?
	
	
	High

Custodial
	Medium

Suspended, community, conditional discharge
	Low

Warning, caution, reprimand, fine, absolute discharge

	Is there a pattern of specific offences?
	Yes

No
	
	High

Yes
	Medium

Some instance
	Low

No

	Are you satisfied with the applicant/registrant’s explanation of the circumstances of the offence?
	
	
	High

No
	Medium

Unsure
	Low

Yes


	
	
	Additional Notes
	
	Risk Assessment

	
	Overall assessment of risk:

High

Medium

Low


	If LOW, move to declaration and decision.

If MEDIUM or HIGH, pause the process at this stage while a reflective statement and any additional information are requested.  References should be from bodies who have known the applicant in a professional capacity in the full knowledge of the offences committed.  

A MEETING OF THE FULL RISK ASSESSMENT GROUP SHOULD NOW BE CONVENED.

	
	
	

	Has applicant submitted a statement reflecting on the offence(s) committed?

Yes

No

If NO, pause the process at this point while a statement is requested.

If YES, continue with assessment.



	This section should be completed by the full Risk Assessment Group (if required)

	
	
	Additional Notes
	
	Risk Assessment

	Additional reference(s) received?


	Yes
	No
	
	
	High

Referees declare applicant unsuitable
	Medium

Referees share some reservations 
	Low

Referees declare applicant suitable 

	Do the referee(s) declare the applicant suitable for attendance at the institution and participation in the life of the institution?
	Yes
	No
	
	
	
	
	

	Any aggravating factors to take into account (e.g. intent/harm/exploitation/breach of trust): 


	
	What has changed since offence occurred? (e.g. treatment etc)

Applicant’s attitude towards offence/s?



	Who supplied additional references? (partner agencies/probation officer/former employer etc):
	
	Name:                                                               Position:

Date consulted:


	Name:                                                               Position:

Date consulted:


	Name:                                                               Position:

Date consulted:


DBS Risk Assessment Group – Declaration and Decision

The Group understands the UCO’s policy on the recruitment of applicants with criminal convictions and has recognised this in its deliberations.

On consideration of the risk assessment form and other materials submitted by the member of staff/student and others the Group believes that: 

Staff

· The member of staff should have their offer of employment for the role in question rescinded

· The member of staff should be allowed to continue in post

· The member of staff should be allowed to continue in post subject to certain other requirements and support arrangements

Applicant/student

· The student/applicant should leave the course/have their offer of a place rescinded

· The student/applicant should be allowed to continue with or begin their course of study

· The student/applicant should be allowed to continue with or begin their course of study subject to certain other requirements and support arrangements.

Please provide reasons for this decision:

You have the right of appeal against this decision. If you feel that this decision is unfair you may appeal in the first instance to the Vice-Chancellor. 

Signed:
​​_____________________________________ (Chair of Risk Assessment Group)
Date: ___________________________

Date applicant informed:__________________________________
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