
Positive Disclosure Decision Sheet
A positive disclosure is a certificate that shows cautions, warnings or convictions.  It may show spent and unspent convictions, and for Enhanced checks, it may also show information that a police force deems relevant to disclose based on the nature of the job that the individual will be employed to do. 

Before a decision is reached on whether to offer or confirm employment to an individual, the individual should be offered the opportunity to discuss the content of the disclosure with the recruiting manager.

Using this decision sheet, the manager will make a balanced decision on whether they are satisfied to employ the person / service provider.

	Question
	Yes
	No
	Notes / Manager comments

	Does the Children’s/Vulnerable Adults Barred List result prohibit the appointment?


	
	
	If "yes", it is illegal employ.

	Does the post involve one-to-one contact with children or vulnerable adults as customers/clients/employees?


	
	
	

	Is the conviction relevant to the position?


	
	
	

	Are you satisfied with the circumstances of the offence, and the candidates explanation? 
	
	
	

	How do you regard the seriousness of the offence?


	Please indicate Minor / Significant / Major

	Did the offence occur recently? 


	
	
	How long ago:

	At what age were the offences committed?

	

	What age is the applicant now?

	

	Does the disclosure show a pattern of offending behaviour, or was the offence a one-off?


	Please indicate Pattern / One-off

	Have the circumstances that led the applicant to commit the offence changed for the better?
	
	
	

	Did the applicant disclose the conviction(s) / cautions, warnings or reprimands when asked?
	
	
	If they did not disclose, it may constitute gross misconduct if they are already in post

	Does the role allow the opportunity to re-offend?
	
	
	

	What level of supervision will the person receive?


	Please indicate None / Limited / Regular

	Does the post involve responsibility for finance, items of value or other high risk areas?
	
	
	


Decision : Employ* / Do not employ* / Employ with adjustments to role* ( *circle )

If a decision is made to employ with adjustments to role, please list adjustments on the reverse of this form. 

Responsible Manager Name :  ___________________________________
Signature :  __________________________
Date:  _________________
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