
 

No 

 

Disclosure Scotland issues certificate 

detailing convictions or warnings 

Scenario Identified on Low 

Risk Register? 

Appointment approved by 

Appointee Management 

Section Head 

Yes No 

Panel meet  

Letter issued to appointee 

noting conviction and 

confirming appointment. 

Details of conviction collated and 

documented by Appointee 

Management Section and submitted to 

Panel with recommendation re 

appointment 

Appointment 

approved? 

No 

Letter issued by Appointee Management 

Section Head(1
st
 class + recorded 

delivery) advising appointee that their 

contract has been terminated and they 

must not undertake any work on behalf 

of SQA 

Appeal procedure to be 

invoked if individual 

unhappy with outcome 

Notify Qualifications of 

decision 

Qualification 

Representation 

Submitted? 

Yes 

Yes 

Update Low Risk 

Register if low risk 

scenario not already 

documented 

Disclosure Scotland checks - flowchart 


