	Retail risk assessment – staff appointment pending the receipt of a Disclosure Check 

	ABM/ Store:
	Region/Nation:

	Name of applicant: 


	Job Title: 

	Please provide reason for this Risk Assessment:

Insert detail
This must only be used as an interim arrangement whilst we are awaiting the receipt of a Disclosure check. This risk assessment is a core part of the appointment process where it is appropriate for use.
All the following requirements must be carefully considered by the training/line manager, all relevant actions must be fully completed and related documents carefully reviewed. This risk assessment must be authorised  by the Area Business Manager/Regional Manager / Deputy director of retail. Regular checks must be made by the training/line manager (maximum two week intervals) to ensure we have the return of the outstanding disclosure. 

Advice regarding the completion of this risk assessment is available from the Local People Team (LPT) and /or Local Safeguarding Lead, as appropriate.
 


	Requirements
	Example considerations
	Evidence/Comments
	
Control Measures 
	Assessment of risk
1 – No Risk

2 – Minimal Risk


3 - Acceptable/Controllable 

4 – High Risk

5 - Serious/unacceptable risk



	A Disclosure Certificate has been applied for and is outstanding.


	Application submitted to the appropriate checking body e.g. Access NI, DBS, Disclosure Scotland .
	
	
	

	The role provides no contact or opportunity for contact with children, young people and/or vulnerable adults. 
	Consider the level of contact, (if any) that the role provides in relation to children, young people and/or vulnerable adults? 

Is there opportunity for contact/unsupervised contact with children, young people/vulnerable adults? 

What level of supervision will the post-holder receive?

Any concerns to be discussed with the LPT/Local Safeguarding Lead, as appropriate. 

	
	
	

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

Access NI (for Basic Checks), DBS and Disclosure Scotland can only provide information relating to criminal activities in the UK. If the applicant is from overseas, or has lived or worked outside of the UK for a period of more than 6 months in the last 5 years, they will need to obtain a criminal records check, or ‘Certificate of Good Character (CGC)’, from the relevant country/countries to supplement the criminal records checking process.

(If the individual is completing their DBS application via the online process, a systems generated email will alert them to the need to obtain a CGC and will give them the relevant link on the gov.uk website which explains how to do this). 

We cannot undertake the preliminary check for this time so must wait for the full disclosure response. 
	
	
	

	Individual has been interviewed and written record available.


	Structured interview undertaken, satisfactory answers properly recorded, including Safeguarding questions. Verification of why past employment ended.  


	
	
	

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

(Insert link to documents)

	
	
	

	Written references 
	Satisfactory details for a minimum of two references within 4 weeks of commencing employment, covering at least the last two years of employment, including present employer/relevant manager. This should include why the person left the post. 


	
	

	The applicant has declared as part of their application that they are not subject to any current or outstanding disciplinary action or legal proceedings.
	The safeguarding self-declaration (as part of their   application) has been checked and no declarations have been made.
	
	
	

	The applicant has declared as part of their application  that they have no unspent criminal convictions  
	The Safeguarding self -  declaration (as part of their application) has been checked and no convictions have been declared(If convictions have been declared, follow Risk Assessment for considering criminal record and related disclosures).
	
	
	

	A full employment history, including a satisfactory written explanation for any gaps in employment

	If not explicitly dealt with on the application form or at interview, and validated in reference checks, this information must be sought.


	
	
	

	The applicant has signed Barnardo’s Safeguarding Code of Conduct.
 
	Has the applicant showed any signs of reluctance or hesitancy in signing the Safeguarding Code of Conduct.
	
	
	

	

Based upon the pre-employment checks conducted to date and the evidence considered as part of this risk assessment, the applicant does not pose a risk to the position applied for.
	All relevant checks at application / recruitment stage have been explored and any unspent convictions have been risk assessed and considered in line with the  Safeguarding Code of  Conduct. 
	
	
	


	Recommendation 
Based on the information above this applicant is / is not (delete as appropriate) recommended for appointment for the following reasons and the next steps are: 


	Assessed by:  


	Job Title: 
	Date: 
	Signed: 


	


	
	
	

	
	
	
	

	
	
	
	

	








Reviewed by ABM :                                               Date :                                                   Signed : 





Reviewed by RM :                                                  Date:                                                     Signed:               








