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Annex 2

Guidance on Undertaking a Risk Assessment   

The following guidance is to assist managers in assessing the risks of re-offending at work associated with different types of job and criminal convictions. 

The risk assessment process consists of the following steps:

Step 1:

Assess the category of risk associated with the job and the opportunity for re-offending.

Step 2:

Assess the type of offence and the risk of re-offending in the job under consideration.

Step 3:

Consider if protective measures can be reasonably put in place to bring the risk down to an acceptable level. 

Step 4: If the risk cannot be rendered acceptable

You cannot offer the appointment to this applicant. Discuss this with your HR Officer 

Step 5: If the risk can be rendered acceptable record

Record the measures required to render the risk acceptable. Discuss these with your HR officer. Discuss them with the applicant and secure their agreement to abide by the measures. Make the appointment subject to these conditions.

Step 6:

Monitor the appointment during the probationary period and at least annually afterwards to ensure the measures are working adequately.

General Guidance on the level of risk associated with different categories of jobs.

Category 1 Risk Jobs:

The highest degree of risk is in jobs where: 

1. There is one to one access to children or vulnerable adults, especially where those service recipients cannot look after their own interests and rely on the service provider.  

2. Work in residential setting.

Category 2 Risk Jobs:

Second degree of risk involves the following work with children and vulnerable adults where supervision is not constant and the opportunity to exploit might be developed.

Category 3 Risk Jobs:

Third degree of risk involves jobs where there is an opportunity to commit crime because of the availability of money, valuables, property.

Category 4 Risk Jobs:

Fourth degree of risk involves jobs which are generally low risk but which may have particular features relating to certain convictions, for example cleaners and caretakers and arson, passport fraud and working with asylum seekers.

Category 5 Risk Jobs:

Other jobs may be regarded as low risk.

Questions to consider in assessing risks associated with a particular job.

a. Does the post involve one to one contact with children or other vulnerable groups?

b. What level of supervision will the post holder receive?

c. Does the post involve direct responsibility for finance or items of value?

d. Does the post involve direct contact with the public?

e. Will the nature of the job present any opportunities for the post-holder to re-offend in the place of work?

Considerations in assessing risks associated with a particular offence.

a. The seriousness of the offence in its relevance to the safety of other employees, customers, clients and property.

b. The length of time since the offence occurred.

c. The age of the applicant when the offence occurred.

d. Any relevant information offered by the applicant about the circumstances, which led the offence being committed.  For example the influence of domestic and financial difficulties.

e. Whether the offence was a one off or part of a history of offending.

f. Whether the applicant’s circumstances have changed since the offence was committed, making re-offending less likely.

g. The country in which the offence was committed.  Some activities are offences in Scotland but not in England or Wales and vice-versa.

h. Whether the offence has since been decriminalised by Parliament.

i. The degree of remorse or otherwise expressed by the applicant and the motivation to change, although bear in mind the possibility for attempts to deceive.
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