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Educational Learning and Attainment 
Risk Assessment Form - Guidelines
The Risk Assessment process must be completely followed prior to an individual commencing employment whilst awaiting their PVG check/update.  The following steps should be followed:

Education Staffing Section

· Complete the pre-employment check list and forward the other forms to Head Teacher to complete.

Head Teacher

· Complete the Risk Assessment Form

· Ensure the individual completes the Self Declaration Form

· Return both forms to the Education Staffing Section (educationstaffingteam@west-dunbarton.gov.uk)

· Note – the individual must not commence employment until the confirmation has been received from the 

Education Staffing Section

· When completed Risk Assessment Form and Self Declaration Form received  check fully completed and then pass to Chief Education Officer, in her absence pass to Senior Education Officer.

· When approval received pass all forms immediately to HR Connect.
· Confirm to Head Teacher approval received.

Educational Learning and Attainment 
Risk Assessment Form
Consideration for Commencement of Employment of Teaching Staff

Prior to PVG Update being received
This form must be completed and returned with the Self Declaration Form to the Education Staffing Section prior to the individual commencing employment.
Completed by Head Teacher /Head of Establishment
	Applicant Details

	Full Name: 
	

	Establishment
	

	Post Title: 
	

	Date of Risk Assessment
	

	Anticipated Start Date: 
	


	Reasons for considering commencement of employment prior to receiving clearance.


	Consequences to service delivery of waiting for clearance. 

	Level of access during ‘waiting period’. 


	Supervision arrangements during ‘waiting period’ and any other control measures. 


Pre-Employment Checklist
To be completed by Education Staffing Team

	Has the employee left employment?
	
	Y/N

	Pre-Employment Health Check Received
	
	Y/N

	Asylum & Immigration check completed
	
	Y/N

	GTC Registration Certificate/Qualifications
	
	Y/N

	Current PVG Certificate and Appropriate Identification
	
	Y/N

	References (including from latest employer)
	
	Y/N

	Satisfied with general background & employment history checks?
	
	Y/N

	Religious Certificate of Approval (if applicable)                                                                 
	Y/N

	Photographic ID                                                                                                                 
	Y/N

	Signed Self Declaration Form from employee (attached form)                                          
	Y/N

	Signature ……………………………………                           Date ………………………………..



To Be Completed By Chief Education Officer

	Assessment of Risk following control measures: 

Options: 
1. I do not authorise the above named teacher to commence employment prior to the PVG Scheme Membership Update being received.

2. Following risk assessment, I have determined that the above named teacher may commence employment with the identified control measures in place, pending receipt of the PVG Scheme Membership Update.

	Chief Education Officer …………………………………………..                  Date……………. 


Self-Declaration Form 
Protection of Children (Scotland) Act 2003

To be completed by Applicant

Before answering the question below, please read the following notes.

Section 11 of the Protection of Children (Scotland) Act 2003 creates a new offence which an individual who is disqualified from working with children will commit if they apply for, offer to do, accept or do any work in a “child care” position.  An organisation will also be guilty of an offence if they knowingly employ (paid or unpaid) a disqualified person in a child care position.

Section 17 of the Protection of Children (Scotland) Act 2003 defines “disqualified from working with children”.  It extends to Scotland disqualifications which previously applied in England and Wales only.  A person is disqualified from working with children if they are:

· Included (otherwise than provisionally) in the Disqualified from Working with Children List established under section 1(1) of the Protection of Children (Scotland) Act 2003;

· Included (otherwise than provisionally) in the List kept under section 1 of the Protection of Children Act 1999;

· Subject to direction under subsection (1)(a) of section 142 (prohibition from teaching etc.) of the Education Act 2002 (c.32) given on the grounds mentioned in subsection (4)(b) of that section, not to carry on work to which that section applies;

· Subject to a Disqualification Order within the meaning of the Criminal Justice and Court Services Act 2000.

To help us ensure we are complying with the new child protection laws, please complete the following declaration.  If you are uncertain of the meaning of the above, please contact the HR Connect on 01389 737373.
I _____________________________________ [full name in block capitals]

Of [address]
 

confirm that I am/am not* subject to any of the disqualifications set out in section 17 of the Protection of Children (Scotland) Act 2003 as detailed above (*delete as appropriate). 

I understand that deliberately giving false information can result in prosecution.

Signed
Date
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