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Domestic Abuse Policy
Local Conditions of Service for School Based Employees
Domestic Abuse procedure for school-based employees (teaching and non-teaching)


ConnectEd Partnership highly recommend the use of this policy.  The policy is considered best HR practice, it has been developed in accordance with current employment law and has been negotiated with all recognised professional associations and HR providers across the City of Wolverhampton.

[bookmark: _Hlk27493364]
Reviewed June 2023

		





A Manager’s Guide supporting this document is also available

Adopted by: [School/Academy name]
On: [date]
Signed (Chair of Governors/Trust):
Minute number:


This document was reviewed in June 2023 and the following amendments were made:

The word homicide removed from 1.2
Wording updated in 4.2 and 5.2 to reflect language used















































Contents

	Section
	Contents
	Page Number

	1.0
	Policy Statement
	3

	2.0
	Scope
	3

	3.0
	Principles
	3

	4.0
	Objectives of this policy
	4

	5.0
	Roles and Responsibilities
	5

	6.0
	The employer’s commitment to employees
	5

	7.0
	Definition of domestic abuse
	6

	8.0
	Definition of ‘personally connected’
	7

	9.0
	The prevalence of domestic abuse
	7

	10.0
	Responding to disclosures
	8

	11.0
	Support and guidance
	8

	12.0
	Perpetrators of domestic abuse
	10

	13.0
	Links to other policies 
	10

	14.0
	Monitoring and review
	11

	15.0
	Equality and diversity
	11

	
	
	

	
	Appendices
	

	Appendix 1
	Flow Chart for managing a disclosure of Domestic Abuse
	12

	Appendix 2
	Confidential Discussion Record – Template
	13

	Appendix 3
	Sources of help and advice: Local and National
	14

	Appendix 4
	Template DBS Risk Assessment – Previous Convictions
	18





























1.0 [bookmark: _Toc72828150][bookmark: _Toc74519491]Policy Statement

1.1 The school/academy will be referred to as the employer throughout this document. 

1.2 It is recognised that employees may be affected by domestic abuse either as a survivor of domestic abuse, an individual who is currently living with domestic abuse, someone who has been impacted by a domestic abuse or as an individual who perpetrates domestic abuse 

1.3 This policy seeks to work to mitigate the risks related to domestic abuse, by creating a safer workplace and to send out a strong message that domestic abuse is unacceptable. The policy should be read in conjunction with the supporting Manager’s Guide.

1.4 The employer is encouraged to raise awareness of the extent and effect of domestic abuse and the rights of all individuals and families to live free from abuse, intimidation, and violence. 

1.5 This policy has been written to conform to the following:


· The Domestic Abuse Act 2021
· Equality Act 2010
· The requirements of DfE statutory guidance: Keeping Children Safe in Education 2021 
· Health and Safety at Work Act 1974
· The Management of Health and Safety at Work Regulations 1999
· Any other relevant employment legislation

2.0 [bookmark: _Toc72828151][bookmark: _Toc74519492]Scope

2.1 [bookmark: _Hlk42071624]The policy applies to all teaching and non-teaching staff employed by Schools but excludes centrally employed teaching staff appointed directly by City of Wolverhampton Council, who are covered by the Council’s Domestic Abuse Policy.

2.2 [bookmark: _Hlk42071555]This policy applies to survivors of domestic abuse and/or violence, current victims of domestic abuse, secondary victims of domestic abuse and perpetrators of domestic abuse.

2.3 The principles of this policy will also apply to contractors, supply staff and volunteers working on behalf of the employer.

3.0 [bookmark: _Toc72828152][bookmark: _Toc74519493] Principles

3.1 [bookmark: _Toc74519494]The employer is committed to the following principles, which underpin this policy: 

· Tackling domestic abuse through its role as an employer.

· Promoting the understanding that everyone has the right to a life free from abuse in any form. The employer will strive to create a working environment that promotes the view that domestic abuse is wholly unacceptable and will not be condoned.

· Expecting all employees and managers to ensure that this policy is implemented effectively – by providing guidance on ways of dealing with incidents of domestic abuse along with advice for HR, Occupational Health and Trade Union/Professional Association Representatives when conducting meetings with employees who have experienced domestic abuse.

4.0 [bookmark: _Toc72828155][bookmark: _Toc74519495]Objectives of this policy 

4.1 	To provide schools/academies with guidance in aiding employees sympathetically and appropriately when they are seeking assistance to address the issues of domestic abuse. 

4.2 	To assist and support employees asking for help in addressing domestic abuse issues and to ensure that all employees who are experiencing domestic abuse and perpetrators of domestic abuse are aware of the policy and its implications, in order to:  

· Recognise the impact on health and welfare of those experiencing or living in emotional stress or have suffered/experienced or been impacted by another’s severe injury or death.
· Respond sensitively, sympathetically, and confidentially to all disclosures. Further advice on holding confidential and informal discussions, and how to respond to disclosures, is available in the supporting Managers Guide.
· Ensure that those employees seeking assistance are confident their situation will be handled sympathetically and confidentially.
· Guide managers to give prompt effective assistance to find the appropriate support needed by individuals to address issues.  
· Help to remove the fears of coming forward for assistance from employees who are suffering.
· Commit to developing a workplace culture with zero tolerance for abuse which recognises that the responsibility for domestic abuse lies with the perpetrator
· Refer employees experiencing domestic abuse to organisations that can provide support. 
· increasing awareness by identifying and promoting appropriate awareness on domestic abuse and abuse for managers, supervisors, HR, front line employees and trade union / professional association representatives.  

4.3 	To recognise that perpetrators of domestic abuse may want help to change their behaviour and to signpost these employees to seek support:



5.0 [bookmark: _Toc72828160][bookmark: _Toc74519496][bookmark: _Toc72828156]Roles and Responsibilities 

5.1 	Employees are required to: 

· Understand the policy and procedure, and support mechanisms available.

5.2  	Employers are required to: 

· Implement the policy equitably and consistently across all employees. 
· Ensure that they understand the policy and procedure, and support employees and colleagues.
· Ensure that the steps taken by the employer before, during and after any report of domestic abuse comply with the requirements outlined in the supporting Manager’s Guide.
· A Flow Chart for managing a disclosure of Domestic Abuse can be found at Appendix 1.
· Take responsibility for holding confidential meetings when those impacted by abuse or perpetrators make a disclosure of abuse or being an abuser and maintain the confidentiality at all times. 
· A template Confidential Discussion Record can be found at 
Appendix 2.
· Take responsibility for signposting employees to support mechanisms and raising concerns with individuals when any signs of domestic abuse may be suspected.
· A list of support services can be found at Appendix 3.


[bookmark: _Toc74519497]6.0	The employer’s commitment to employees 

6.1	The employer will undertake to ensure the following: 

· Make every effort to provide a safe working environment for all staff.
· Provide information to all employees on domestic abuse and the support available and signpost employees to specialist services available.
· Offer a range of options to employees seeking assistance, advice and appropriate support.
· Seek to provide a supportive work environment, in order to encourage those who have experienced domestic abuse and speak out.
· Promote awareness of the policy to all staff.
· Respect and uphold the employees right to confidentiality.
· Offer access to flexible working policies, where appropriate.
· Support perpetrators who are employees in seeking assistance to change their behaviour.
· To ensure appropriate action is taken in line with School/Academy policies and procedures if perpetrators are employees.
· Make links and embed these principles in School/Academy policies.




7.0 [bookmark: _Toc72828153][bookmark: _Toc74519498]Definition of domestic abuse

7.1 The Domestic Abuse Act 2021 provides further protections to the millions of people who experience domestic abuse and strengthens measures to tackle perpetrators. The Act provides the following statutory definition of domestic abuse:

7.2 Behaviour of a person (A) towards another person (B) is ‘domestic abuse’ if:

· A and B are each aged 16 years or over and are personally connected to each other (see section 5.0), and
· The behaviour is abusive

7.3 Behaviour is abusive if it consists of any of the following:
· Physical or sexual abuse
· Violent or threatening behaviour
· Controlling or coercive behaviour
· Economic abuse
· Psychological, emotional or other abuse
It does not matter whether the behaviour consists of a single incident or a course of conduct. Person A’s behaviour may also be behaviour “towards” Person B despite the fact that it consists of conduct directed at another person (for example, Person B’s child). Being abusive towards another person should be read in accordance with being “personally connected” (section 8.0).

7.4 Economic abuse means any behaviour that has a substantial adverse effect on a person’s ability to acquire, use or maintain money or other property, or obtain goods or services. 

7.5 Controlling behaviour is a range of acts designed to make a person subordinate and/or dependent by isolating them from sources of support, exploiting their resources and capacities for personal gain, depriving them of the means needed for independence, resistance and escape and regulating their everyday behaviour.

7.6 Coercive behaviour is an act or a pattern of acts of assault, threats, humiliation and intimidation or other abuse that is used to harm, punish, or frighten their victim.” 

7.7 Domestic abuse also includes so called ‘honour’ based violence, female genital mutilation (FGM) and forced marriage. For the purposes of this Act, A’s behaviour may be behaviour ‘towards’ B, despite the fact that it consists of conduct directed at another person (for example, B’s child). 

7.8 [bookmark: _Toc72828154]Under this Act, children are explicitly recognised as victims if they see, hear or otherwise experience the effects of abuse.


8.0	Definition of ‘personally connected’
[bookmark: _Toc74519499]8.1	For the purpose of the Domestic Abuse Act 2021, two people are ‘personally connected’ to each other if any of the following applies:

· They are, or have been, married to each other.
· They are, or have been, civil partners of each other.
· They have agreed to marry one another (whether or not the agreement has been terminated).
· They have entered into a civil partnership agreement (whether or not the agreement has been terminated).
· They are, or have been, in an intimate personal relationship with each other.
· They each have, or have had, a parental relationship in relation to the same child under the age of 18 years.
· They are relatives.


9.0 [bookmark: _Toc74519500]The prevalence of domestic abuse

9.1 Domestic abuse knows no boundaries of culture, race, class, age, gender, sexual orientation, disability or religious belief.  Domestic abuse can occur between partners, ex-partners or family members and can include the abuse of parents or adult children.

Some examples include:

· People who live with their partner
· People who don’t live with their partner
· Married and unmarried people
· Children and parents
· Women and men
· Younger and older people
· Heterosexual, gay, lesbian, bisexual and transgendered people
· People with disabilities
· People from any culture or social group.

9.2	Domestic abuse is often more wide-ranging than just verbal or physical; below are examples, some of which may not be widely known.  This list is not exhaustive, but provides an indication of some variances:
 
· Financial abuse – involves controlling a victim’s ability to acquire, use, and maintain financial resources
· Online or digital abuse – sharing information or photos without consent, monitoring of social media use, abuse via online channels etc
· Coercive control and ‘gaslighting’ – psychological abuse where a person or group makes someone question their sanity, perception of reality, or memories
· Forced Marriage – A forced marriage is one where both people do not (or in some cases cannot) consent to the marriage, and pressure or abuse is used
· ‘Honour’ based violence – is a crime or incident, which has or may have been committed to protect or defend the ‘honour’ of the family and/or community
· Female Genital Mutilation – FGM is the partial or total removal of external female genitalia for non-medical reasons. It’s also known as female circumcision, cutting or sunna.

[bookmark: _Hlk46229021]    9.3  	In the majority of cases, the abuser is a man and the abused is a woman, however it is acknowledged that this is not always the case and that domestic abuse can affect anyone. National research indicates that one in three women and one in six men will experience domestic abuse in their lives. Every week at least two people are killed by a violent partner/ex-partner or a family member.  Domestic abuse accounts for almost one quarter of all reported violent crimes (www.refuge.org.uk).

   9.4 	In the UK, in any one year more than 20% of employed women take time off work because of domestic abuse and 2% lose their jobs as a direct result of abuse.  Domestic abuse affects employers by impacting on the productivity and financial strength of organisations. The employer has a legal responsibility to ensure the health and safety and welfare of its employees.


10.0 Responding to disclosures

10.1 The supporting Manager’s Guide provides detailed guidance regarding the necessary steps an employer should take if an employee discloses that they are experiencing domestic abuse. This includes the completion of a SafeLives Dash Risk Assessment and a MARAC referral for all assessments considered to be high risk. 

11.0 [bookmark: _Toc74519501][bookmark: _Hlk41559156]Support and guidance

11.1 Information and guidance on help and support services is available from a range of agencies, including the police, local refuges and helplines. Support can also be requested from your HR provider. Employees will be supported internally or externally to help them with the difficulties they are experiencing. 
A list of support services can be found at Appendix 3.

11.2 Assistance can be accessed via several different methods including the employee being able to speak to who they want, when they want, if they need to i.e. at the appropriate time for them. Individuals can be offered support from their employer, your HR provider, Occupational Health, work colleagues or trade union / professional association representatives and the employer’s Employee Assistance Programme (EAP), where available.

11.3 A safe working environment is achieved by minimising the risk to the employees’ safety whilst at work. Support can be considered with work schedule adjustments, work relocation, avoidance of lone working and appropriate risk assessments if required. 

11.4 Confidentiality will be maintained, and the employer will not involve other agencies or divulge information without the consent of the individual employee.   However, there may be circumstances that include Child Protection or Protection of Vulnerable Adults from Abuse and the appropriate service may need to be involved. In these circumstances complete confidentiality cannot be guaranteed.  

11.5 Employers will be expected to deal with cases of domestic abuse by incorporating the needs of the employee along with School/Academy procedures and the needs of the service the individual is providing.  Your HR provider can support managers to implement this policy and assist with further advice and guidance on an individual basis.  Requests for temporary or permanent adjustments, including flexible working requests, should be treated sympathetically, in conjunction with the needs of the School/Academy. 

11.6 Employees who encounter domestic abuse should be allowed to attend relevant appointments as negotiated with their employer.

11.7 Where specialist support is required in relation to housing and tenancy agreements, police and other agencies will assist with civil injunctions or reporting matters to the police. Employers should empower the employee to disclose and make appropriate choices.  

11.8 In order to protect staff from domestic abuse and violence, the employer should consider reasonable adjustments for employees, including:

· Early/late start and finish times.
· Flexible working (this may be as a temporary or fixed term arrangement).
· Agreed paid leave.
· Time off to attend counselling / medical appointments or potential court appearances.
· An agreed person the survivor can approach for additional support as required. 

11.9 As part of the employer’s health and safety duties, an individual risk assessment should be routinely undertaken in consultation with the employees and should consider:

· Site safety.
· Classroom/workspace changes (which may be on a temporary basis).
· An agreed approach to the sharing of the employee’s information with other identified staff in order to provide ongoing support. 
· Anything else the employer or employee feels would ensure their ongoing safety at work.




[bookmark: _Toc72828158][bookmark: _Toc74519502]12.0	Perpetrators of domestic abuse
12.1 	Employees should be aware that their conduct outside of work, including committing acts of domestic abuse, could lead to disciplinary action being taken due to the impact on the employment relationship and the reputation of the School/Academy. If an employee is alleged to have perpetrated domestic abuse or intimidated, harassed or victimised someone whom they are ‘personally connected’ to (refer to the definition outlined in section 8.0), action may be taken against them using the appropriate School/Academy policies and procedures, e.g. Disciplinary Procedure; Managing Safeguarding Allegations Policy etc. The School/Academy should seek advice from their HR provider in such cases. 

12.2	Where appropriate an assessment of transferable risk to children with whom the person works should be undertaken. If in doubt seek advice from the Local Authority Designated Officer (LADO). Further information regarding managing allegations/concerns that may meet the harms threshold can be found in Part Four of the Keeping Children Safe in Education (KCSiE) Guidance September 2021.

12.3 	Domestic abuse is a serious issue which can lead to criminal convictions and if an employee is convicted of perpetrating domestic abuse certain job duties/roles may be inappropriate and therefore a risk assessment would need to be carried out, as is normal practice when considering criminal convictions. 

	A template DBS Risk Assessment for someone with previous convictions can be found at Appendix 4.

12.4	If an employee approaches the employer concerned about their own abusive behaviour, they will be encouraged to seek support and help from an appropriate source.  Any allegation or disclosure will be treated on a case by case basis, with the aim of reducing risk and supporting change.

12.5	Under the Domestic Abuse Act 2021, children are explicitly recognised as victims if they see, hear or otherwise experience the effects of abuse. Therefore, all School/Academy staff have a duty to immediately report any concerns that they may have in relation to the safeguarding of children and young people, and must follow the School/Academy’s Child Protection Policy and Statement in respect of Managing Allegations against Staff, including Supply Staff, Volunteers and Contractors who work with Children and Young People.


13.0 Links to other policies

13.1 	The employer will ensure that the appropriate links are made with any other relevant policies or procedures and seek to ensure that any employee who has experienced domestic abuse suffers no detriment.

13.2  	Employees with a period of sickness absence as a result of domestic abuse may be subject to the Management of Attendance Procedure; however, such absences should be managed sensitively. Schools/Academies should ensure that reasonable time is given to the employee to access appropriate support, planned interventions and treatment, and that reasonable adjustments are made. Professional HR advice should be sought in circumstances where an employee reaches a trigger point due to sickness absence arising as a result of domestic abuse.  

13.3   	In cases of alleged misconduct or capability, due consideration should be given to any declared incidents of domestic abuse as mitigation. In such circumstances, the School/Academy should seek further advice from their HR provider.

13.4	Links to other School/Academy policies include:

· Capability Procedure
· Dignity at Work Policy
· Disciplinary Procedure
· Grievance Procedure
· Leave of Absence for reasons other than sickness
· Management of Attendance Procedure
· Managing Safeguarding 


[bookmark: _Toc72828162][bookmark: _Toc74519505]14.0 	Monitoring and review

14.1 	This policy will be reviewed as and when required, in order to reflect current best practice and any changes to legislation and Government guidance.  


15.0 	Equality and diversity

[bookmark: _Hlk69297468]15.1 	The employer is committed to equality and fairness for all employees and will not discriminate because of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation. 
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Appendix 1
Flow Chart for managing a disclosure of Domestic Abuse

NB: If an employee does not wish to disclose any information, please direct them to details of organisations that can support them if they change their mind (Appendix 4). 
If anyone is in immediate danger call 999.

[image: ]

Appendix 2

Confidential Discussion Record – Template


	Date:



	Present:







	EMPLOYEE DETAILS


	Name
	Job Title
	Work Location

	


	
	




Summary of discussions:






Agreed actions / reasonable adjustments:






Agreed date of review meeting:




Employee Signature:

Manager Signature:





Appendix 3
Sources of help and advice: Local and National

Local 

West Midlands Police – call 101 or, in an emergency, 999. 

The Haven Project supports women and children affected by domestic violence in 
Wolverhampton. 24-hour helpline: - 08000 194 400, email: 
Helpline@havenrefuge.org.uk   
 
Black Country Women’s Aid – for those affected by rape, sexual violence, domestic violence and stalking. Telephone – 0121 553 0090. 
 
Wolverhampton Domestic Violence Forum – Brings together a range of agencies providing services and support to women and families experiencing domestic violence and abuse. Telephone – 01902 555643, email: WDVF@wdvf.org.uk  
 
Wolverhampton Homes’ Housing Options – support with access to emergency accommodation. Out of hours call 01902 552999 or during office hours call 01902 556789.  

Wolverhampton Homes’ Housing Outreach and Support – a community-based team that provides support to a wide range of people experiencing difficulties that may affect their tenancy – telephone – 01902 555760 or email housing.support@wolverhamptonhomes.org.uk   

National  

National Domestic Abuse Helpline – Provides support, help and information over the telephone where ever the caller is in the country. Telephone – 0808 2000 247 or email helpline@refuge.org.uk 
 
Samaritans – Telephone – 116 123  

Rape Crisis -   To find your nearest rape crisis centre 

Shelter – Shelter helps millions of people every year struggling with bad housing or homelessness through our advice, support, and legal services. Telephone – 0808 800 4444   

Victim Support  - an independent charity dedicated to supporting people affected by crime and traumatic incidents in England and Wales. Telephone – 0808 588 1449  
 
Crime Stoppers – 0800 555 111  

Citizen’s Advice Bureau – the CAB offers support and guidance, debt advice and independent 	legal 	advice. Telephone, 	03444 111444 or email district@wolverhamptoncitizensadvice.com.

Legal 

Community Legal Service Direct is a source of free legal advice. Telephone – 0845 345 4 345   

Rights of Women offer legal advice and information to help women understand the law and their legal rights. Telephone, 020 7251 6575   

National Centre for Domestic Violence provides a free, fast emergency injunction service to survivors of domestic violence. Telephone, 0844 8044 999   

Criminal Law Advice Line – provide advice on issues including sexual offences, domestic abuse/violence and harassment. Telephone 0207 490 8887 or textphone 0207 490 2562 
 
Family Law Advice Line – Telephone, 0207 251 6577 or textphone 0207 7490 2652 
 

Support for Gay, Lesbian, Bi-sexual, Transgender 

GALOP – national LGBTQ+ domestic abuse helpline and webchat service. Telephone 0800 999 5428  

London LGBT Casework Service – provide emotional and practical support for 
LGBT people experiencing domestic abuse. Telephone 020 7704 2040 


Children and Young People 

Childline – held and support for children and young people. Telephone: 0800 1111 

NSPCC helpline – advice and support for anyone with concerns about a child. Telephone: 0808 8005000 or email help@nspcc.org.uk 

The Children’s Society – guidance for young people on both domestic abuse and teen relationship abuse 

Barnardo’s – support for families affected by domestic abuse 

Family Lives – support through online forums 

Rights of Women – guidance about child contact arrangements relating to coronavirus 

Mermaids – helping gender-diverse kids, young people and their families since 
1995. Telephone: 0808 801 0400 
 

Support for Men 
 
Men’s Advice Line – confidential helpline for male victims of domestic abuse. 
Telephone: 0808 801 0327 or email: info@mensadviceline.org.uk 

The Mankind Initiative: National Helpline 01823 334244  
  

People from Ethnic Minority Backgrounds, Women and Children 
 
Karma Nirvana – national helpline for victims of honour-based abuse, forced marriage and domestic abuse. They also provide education, training and deliver awareness roadshows – Call 0800 5999247. 
 
Foreign and Commonwealth Office Forced Marriage Unit – supports people who are trying to stop a forced marriage and women who need help leaving a marriage she has been forced into. Telephone 020 7008 0151   
 
The Refugee Council provides free advice and information to asylum seekers and refugees in UK 
 
Southall Black Sisters supports Asian and African-Caribbean women experiencing any kind of gender based violence  
0208 571 0800   
 
Muslim Community Helpline is a confidential, non-judgemental listening and emotional support service for UK Muslims. Telephone – 020 8904 8193 or 020 8908 6715  
 
Jewish Women’s Aid Helpline is a confidential, non-judgemental, listening service. Telephone – 0808 801 0500   
 
Jaikara is a local charity which can offer support and advice for those suffering from domestic abuse, forced marriage or female genital mutiliation. Telephone: 03301 331100.  
 
Somalian Women’s Centre offers advice and information for the Somali community living in and around Ealing on housing, immigration, nationality and asylum, education, employment and welfare rights. Telephone – 020 8752 1787 
 
Shakti Women’s Aid supports BAME women experiencing domestic violence in Scotland. Telephone – 0131 475 2399   
 
The Kiran Project provides a range of services for Asian women experiencing domestic violence. Telephone – 020 8558 1986  
 
Chinese Information and Advice Centre offers free legal advice and support including to women experiencing domestic violence. Telephone – 020 7692 3697   
 
BAWSO provides services and support for BAME women experiencing all forms of gender-based violence in Wales. Telephone – 0800 731 8147  
 
JAN Trust works to combat poverty, discrimination, abuse and social exclusion among BAME women including refugees or asylum seekers 
0208 889 9433   
 

Help for abusers 
 
The Respect Phoneline is an anonymous and confidential helpline for men and women who are harming their partners and families. The helpline also takes calls from partners or ex-partners, friends and relatives who are concerned about perpetrators. Telephone: 0808 802 4040 


Other useful contacts 
 
Able Futures – Support for mental health at work 
 
Rethink Mental Illness Helpline – 0808 801 0525 
 
Recovery Near You – Local support available for drink and drug use. Telephone -  Adults – 0300 200 2400. Young People – 0300 123 3360  
 
Alcoholic Anonymous – Information, advice and support to help people recover from alcoholism 
 
Aquarius (Alcohol and Drugs Misuse) – Advice and support and information. Telephone – 01902 420041 
 
Drinkline 0800 917 8280 
 
National Drugs Helpline 0800 776600 
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EXEMPLAR

Appendix 4

Risk Assessment Criteria for someone with previous convictions to work with vulnerable adults and/or children.

This form is to be used for all DBS Risk Assessments including at recruitment stage.

Part A – to be completed at initial meeting with employee or potential employee with support from HR Provider.			Comment by Guest User: and support from HR surely?	Comment by Kate Hodgetts: LMD To check that corporate are happy for us to make this chenge
Date of Meeting: ______________________ 

Name:	________________________________________________	DOB:	___/ _ /_____    Intended Start Date: __________________ 

Job Title: _________________________________________________________________________________________________________

Place of work: _____________________________________________________________________________________________________									 
Name of Line Manager / Head Teacher: ___________________________________________________________

Name of HR Officer: ___________________________________________________________________________



Q1.  Did you declare this/these convictions at interview or on your application form?  Yes / No
 If no, ask reason: 

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________




Conviction Details
	Nature of Offence
	Date occurred  
	Age when occurred
	Tariff
	Frequency
	Time between offences
	Circumstances of offence Employees Response

	



























	
	
	



	
	
	














Part B – to be completed by the Manager / Head Teacher undertaking the risk assessment:

1.	What is the nature of the post? _______________________________________________________________________________

2. 	*Is the offence(s) directly relevant to the work undertaken?  If more than 1 different offence, list and assess individually.
      
Yes / No / Possibly 

3	Which site(s) is the employee likely to work at?		 												(Please list all possible sites)
	
___________________________________________________________

___________________________________________________________
	
___________________________________________________________


4.	Are vulnerable adults/children likely to be at the site whilst the employee is working there?	*Yes / No

5.	Will the employee be supervised at these sites?	*Yes / No

	*If yes, please give details of the level of supervision.	
	
_________________________________________________________________________________________________________
	
_________________________________________________________________________________________________________
	
_________________________________________________________________________________________________________



6. What relationships has the employee established at these sites? (Only applicable to a current employee).

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

	_________________________________________________________________________________________________________

7. What opportunities may exist for the employee to re-offend?	

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

	_________________________________________________________________________________________________________

8. Is there a pattern of offending behaviours?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

9. What are the alternative work options?	

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

In order to assist employers understand difficult conviction information, a helpline is available to give advice for queries about conviction matters:  Jobcheck Helpline  0870 6084567

 Part C: - to be completed by the Manager / Head Teacher taking into account information on Parts A and B. 

Assessment of Risk: 		High / Medium / Low
(circle as appropriate)
	Basis of Assessment
	Recommended Safeguards

	























	



Part D: Only to be completed if a further meeting takes place -  This is the opportunity to discuss the content of the Risk Assessment.

	Any further issues identified

	

















Part E:   Manager’s / Head Teacher’s Recommendations:
	Recommendations

	













Manager / Head Teacher Signature: ______________________________                                 Date: _____________________________

Head of Service / Chair of Governors Signature: ___________________                                  Date: _____________________________

Approved by Director (if applicable):        Yes     	                 No       



Director Signature (if applicable): _______________________________       		              Date: _____________________________

PART F: HR Actions

Date Form Returned: _______________________________

New Starter 

Outcome of Risk Assessment: 	Continue with Offer of Employment:	☐
                                           Withdraw Offer of Employment:		☐

Current Employer
Outcome of Risk Assessment: 	Dismissal:					☐


Restrictions Required:								☐
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