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SCOTTISH AMBULANCE SERVICE

DISCLOSURE OF INFORMATION POLICY STATEMENT

The Scottish Ambulance Service recognises: -

(a) The need to assess as far as possible the suitability of individuals to
work within the Service.

(b) The need to ensure that all information provided about prospective
candidates and current employees is handled confidentially, sensitively
and fairly.

(c) The need to protect patients and the Service at all times

In support of this policy statement a procedure has been developed in
Partnership.

The procedure will: -

 apply to all staff employed by the Service and staff who work in a
voluntary capacity who have direct access to vulnerable adults and
children.

 comply with relevant legislation and employment codes of practice.

Managerial staff with a responsibility for recruitment will receive appropriate
training to enable them to implement the procedure fairly and effectively.
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1.0 RESPONSIBILITIES

1.1 Managers Responsible for Recruitment

To take responsibility for ensuring that the procedure is adhered to in
all cases.

To liaise with Human Resources (HR) staff with regard to ensuring that
decisions on suitability for employment or promotion are fair and
equitable across the Service.

Contribute to procedural and policy developments and improvements.

Ensure that staff who support the recruitment function comply with the
procedure in all cases.

To report non compliance to the Head of Human Resources.

1.2 Human Resources Team

To provide advice to those responsible for recruitment on good practice
guidelines and codes of practice as they affect the disclosure of
information.

To be knowledgeable of previous decisions with regard to disclosure to
ensure that decisions taken by Managers are fair and equitable.

To ensure that training is provided for all those Managers who have
authority for implementing this procedure.

To report non-compliance to Disclosure Scotland as per the policy via
the Lead Signatory.

1.3 National Recruitment Manager/ Equalities Manager

To contribute to the policy and procedure in support of good
recruitment practice.

To audit the application of this policy.

To advise managers how to access a Criminal Record Check for
Overseas candidates.

2.0 KEY CONTROLS

2.1 Compliance with the Service’s Recruitment and Selection Policy and
Procedure.

2.2 Compliance with Disclosure Scotland Code of Practice and
Explanatory Guide.
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2.3 Compliance with the Rehabilitation of Offenders Act 1974.

2.4 Compliance with the Police Act, Part 5.

2.5 Compliance with the Protection of Children (Scotland) Act 2003

2.6 Compliance with the Protection of Vulnerable Groups (Scotland) Act
2007 (“the PVG Act”)

2.7 Compliance with good practice guides in the field of employment.

2.8 Compliance with Staff Governance Standards where applicable.

2.9 Training for appropriate staff in the procedure.

2.10 Reporting of non-compliance.

2.11 Monitoring by HR Team.

2.12 Ad hoc auditing by National Recruitment Manager.
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DISCLOSURE OF INFORMATION PROCEDURE

1.0 Objectives

 To support the need to assess as far as possible, the suitability of
individuals to work within the Service.

 To ensure that disclosure information is used properly and fairly.
 To provide assurance to those individuals who wish to work with the

Service that their disclosure information will be used properly and
fairly.

 To ensure that disclosure information is handled and stored
appropriately and is kept for only as long as necessary and
thereafter disposed of securely.

2.0 Introduction

The Protection of Vulnerable Groups (Scotland) Act 2007: Scottish Vetting
and Barring Scheme creates the legislative framework for a strengthened,
robust and streamlined vetting and barring scheme for those working with
children and protected adults in Scotland. The PVG Scheme replaces
enhanced disclosures for individuals working with vulnerable groups and went
live on 28 February 2011.

It responds to recommendation 19 of the Bichard Inquiry Report published in
June 2004, following Sir Michael Bichard's inquiry into the murder of two
schoolgirls in Soham in 2002.

Providing that organisations undertake the necessary pre-employment
checks, the PVG Scheme will prevent individuals who are in paid or unpaid
work that are deemed unsuitable, from working with children and/or protected
adults and highlight to organisations those who become unsuitable during
employment. It will also deliver a fair and consistent system that will be quick
and easy for employers and potential employees to use.

It is the Scottish Government's expectation that all individuals doing regulated
work in Scotland should eventually become PVG Scheme members.
Individuals recruited to do regulated work since the PVG Act came into force
have been asked to join the PVG Scheme. Over time, this will result in more
and more individuals becoming PVG Scheme members. However, there are
many individuals who were already doing regulated work when the PVG Act
came into force and these people will need to join the PVG Scheme. The
process of checking existing workers is known as retrospective checking.

Any individual undertaking regulated work with children and/or protected
adults must be a member of the PVG Scheme. It is an offence for an
organisation to offer regulated work to someone who is barred or to fail to
remove a person from regulated work if they have been notified that they are
barred.
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The PVG Act defines regulated work by reference to: the activities that a
person does, the establishments in which a person works; the position that
they hold; or the people for whom they have day to day supervision or
management responsibility. There are two types of regulated work: regulated
work with children; and regulated work with adults.

The PVG Scheme is managed and delivered by Disclosure Scotland as an
executive agency of the Scottish Government. Disclosure Scotland also
continues to deliver the other types of disclosure (which are still available
under the 1997 Act for checks which are not for the purposes of work with
children or protected adults). The Protection Unit within Disclosure Scotland
receives and considers referrals and takes decisions, on behalf of Scottish
Ministers, about those people who may be unsuitable to work with children or
protected adults. The Protection Unit gathers and assesses all relevant
information to make listing decisions.

The process of phasing in scheme membership will be managed by
Disclosure Scotland in partnership with its registered persons and bodies.
Retrospective checking commenced on 29th October 2012 and it should be
completed by 31st October 2015.

It is a legal requirement for the Scottish Ambulance Service to ensure that
those staff working with children and/or protected adults are not barred from
doing so.

For the Scottish Ambulance Service this will mean that all those who currently
require an Enhanced Disclosures (ED) will be required to join the PVG
Scheme i.e. all staff who have direct contact with patients i.e. children or
adults at risk. This will include:

 Vehicle crew staff – includes Paramedics, Technicians, Care
Assistants, Drivers etc.

 Ambulance car drivers – employed and voluntary

 First Responders, Auxiliaries, Contractors

 Any other position which in the future will have direct contact with
children or adults at risk

 Professional Education Managers and Specialists

 ASM’s/Heads of Service / Control Room Managers

 Managers who are First Person on Scene Trained (FPOS).

During the first year after the PVG Scheme went live, membership was only
available to those who were:

 joining the vulnerable groups’ workforce for the first time;
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 moving posts or,
 whose employment circumstances had changed.

Improvements offered by the PVG Scheme

The PVG scheme offers the following improvements on the current system:

 effective barring - Disclosure Scotland does not just collect vetting
information, it also assesses it so that individuals who are considered
unsuitable on the basis of vetting information are prevented from entering
the workforce;

 the adults’ list - a new list of individuals who are unsuitable to work with
protected adults;

 continuous updating - continuing to collect vetting information about an
individual after the initial disclosure check has been made so that new
information indicating that they might be unsuitable can be acted upon;

 streamlined disclosure processes - recognising that some people may
have several roles (e.g. a supply teacher in several different locations and
a scout leader in their spare time) and that people move and change jobs
over time; and

 access to disclosure for personal employers - they can check that the
person they are seeking to employ is not unsuitable, e.g. a parent
employing a sports coach for their child or someone buying a care service
directly.

Access to basic, standard and enhanced disclosures

The three types of disclosures under the 1997 Act are still available for
positions not within the scope of the PVG Scheme. Basic disclosure
continues to be available for any purpose e.g. Administrative and Support
staff. Standard disclosure continues to be available for broadly the same
positions as before, for example finance staff regulated by the FSA. Enhanced
disclosure continues to be available for those posts unrelated to work with
vulnerable groups, for example certain gaming and lottery licences, and other
appointments involving access to children or protected adults other than
through regulated work.

3.0 Registration

3.1 Lead Counter signatory

The National Recruitment Manager is the Lead Counter signatory and
is the principal point of contact between Disclosure Scotland and the
Service on all matters connected with the registrations of the Service.
He/she will not normally countersign applications for Disclosures on a
frequent basis.
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3.2 Registered Persons

In each Division there will be countersignatories who will be authorised
as a ‘registered person’. The National Recruitment Manager as the
Lead Counter signatory will be required to sign the applications of
individuals whom the Service wishes to become a ‘registered person’.

Where responsibilities change these must be notified by completing the
appropriate form and passing it to the Lead Signatory who will
countersign it and pass to Disclosure Scotland. Where for practical
purpose additional signatories are required these should be approved
and authorised by the Head of Human Resources and Lead Signatory.

4.0 Disclosure Levels

4.1 Enhanced Disclosures (ED) will be replaced by PVG Membership
which has the following Disclosure levels:

Types of disclosure record available under PVG

When a person applies to join the PVG Scheme for the first time, there
are two types of disclosure record available:

 the Scheme Record - at the request of an organisation.

Purpose

The Scheme Record is designed for use by organisations when asking
an individual who does, or is being recruited to do, regulated work for
them to join the PVG Scheme for the first time (or where a Scheme
Record Update reveals a change to vetting information).

Contents

The Scheme Record shows basic membership information (common to
all three types of disclosure record):

 the type(s) of regulated work in respect of which the individual is
a PVG Scheme member (thereby confirming that the individual is not
barred from regulated work of that type); and

 if the individual is under consideration for listing for the type(s) of
regulated work, states that fact.

The Scheme Record also includes any vetting information that exists in
relation to the individual. Vetting information is:

 convictions and cautions held on central records in the UK;
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 whether the individual is included on the sex offenders register;
 relevant non-conviction information provided by police forces;

and
 prescribed civil orders.

 the Scheme Membership Statement - at the request of a
personal employer or by the individual alone in anticipation of doing
regulated work in the future (not relevant for SAS staff).

 A Scheme Record Update is not available to new entrants
because it only makes sense in the context of a pre-existing Scheme
Record.

The Scheme Record Update is a new type of disclosure. It is designed
to be a quicker, cheaper and simpler check for organisations recruiting
individuals who are already PVG Scheme members

Purpose
The Scheme Record Update is designed for use by organisations when
asking an individual who is already a PVG Scheme member (and who
has already had Scheme Record issued in the past) to do regulated
work for them. The organisation must be a registered body or use an
umbrella body to act as a registered body on their behalf.

Contents

A Scheme Record Update shows basic membership information
(common to all three types of disclosure record):

 the type(s) of regulated work in respect of which the individual is
a PVG Scheme member (thereby confirming that the individual is not
barred from regulated work of that type); and

 if the individual is under consideration for listing for the type(s) of
regulated work, states that fact.

A Scheme Record Update also includes:

 the date that the PVG Scheme member’s Scheme Record was
last disclosed (and the disclosure record number of the applicant’s
copy);
 a statement as to whether that Scheme Record contained
vetting information;
 either a statement confirming that no new vetting information
has been added since the Scheme Record was last disclosed or the
date of each addition; and
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 either a statement confirming that no vetting information has
been deleted since the Scheme Record was last disclosed or the date
of each deletion.

The Scheme Record Update does not include any vetting information.
One reason for this is to allow it to be viewable on-line through a
normal web browser as part of the on-line functionality to be made
available in the future.

One consequence of the PVG Scheme being a membership scheme is
that the individual has an ongoing relationship with Disclosure Scotland
and that some PVG Scheme documentation issued has an ongoing
relevance. This is different to the enhanced disclosure process.

The PVG Act requires PVG Scheme members to notify two types of
change to personal information to Disclosure Scotland within three
months of the change taking effect, these being:
 a change in the member’s name; or
 a change in gender (as indicated by the issue of a full gender
recognition certificate).

Failure to do so, without reasonable excuse, is an offence.

4.2 Standard Disclosures will be requested for non clinical staff and those
with face to face or telephone contact with patients. A Standard
Disclosure will also be required for Accountants or where the
profession is regulated. This will include:

 Scheduled Care Coordinators

 Ambulance Control staff

 Some Finance Staff

For those staff who do not have direct contact / telephone contact
with patients, i.e. children or adults at risk, there will be no
requirement for a Disclosure check. In this case checks will be
made on the normal identification, references and related
document checks required under the Asylum and Immigration Act
1996 (Amended 1st May 2004).

4.3 Application forms will state that disclosures/PVG Membership will be
requested for individuals who are successful at interview and that
relevant disclosures will be considered in order to assess job-related
risks. Applicants will also be asked to declare any previous convictions
relevant to the post applied for.

4.4 As is current practice, offers of appointment should be subject to a
satisfactory Disclosure Certificate/Scheme Record or update i.e. one
which is deemed to be satisfactory to the Scottish Ambulance Service.
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4.5 From time to time directives are received from Disclosure Scotland in
regard to the above and these will be implemented as necessary.

5.0 Procedure

5.1 There are a number of options for completing the disclosure form/PVG
Membership Application for Standard or PVG Membership. These
options should enable the forms to be completed in a manner suited to
the geographical location of the applicant and the relevant
countersignatory for the area.

Option 1

Candidates to be sent a disclosure form/PVG Membership application
with their invite to interview letter and instructed to complete this form
and bring it to their interview along with the required identification

Option 2

Candidates should be advised in their invite to interview letter to bring
along the required identification and information to complete the
disclosure/PVG application at the interview

Option 3

Candidates should be advised in their invite to interview letter to bring
along the required identification to their interview. The successful
applicants (s) will be sent a disclosure/PVG form to complete with their
offer letter.

For options 1 - 3 the manager interviewing candidates should check
the required identification and complete Appendix 1. Appendix 1 must
be retained as a record on the individuals file. References will be
checked for all candidates once an offer of employment is made.
These must be received and confirmed by the Service as satisfactory
before employment is confirmed.

5.2 Those who have been successful at interview will receive an offer letter
conditional upon receiving a Disclosure Certificate/Scheme Record or
Scheme Record update, satisfactory to the Service and any other
conditional factors e.g. references, medical etc. Individuals will be
asked for three forms of identification, one of which should be
photographic and at least one should show the individuals current
address e.g. a utility bill (see checklist). If individuals are unable to
locate their original documentation and need to obtain urgent copies of
certificates, the individual and not the Service will meet any costs
incurred.

It is absolutely essential that no new start / current employee being
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promoted / transferred requiring a Standard or PVG Scheme
Membership, commences employment / new post until this has been
received and confirmed by the Service as satisfactory. Exceptional
cases must be referred to the Regional HR Manager, National
Recruitment Manager or Head of HR.

The Standard Disclosure Certificate and PVG Scheme Record will be
returned by Disclosure Scotland, addressed to the authorised officer
(countersignatory) in a confidential envelope. All levels of Disclosure
are deemed to be sensitive information and as such the information
provided is seen by authorised personnel only.

5.3 Where there is a reported offence/criminal convictions of any kind the
recruiting manager must always review the certificate and discuss the
content with the relevant HR representative in their area.

5.4 Where there is an offence that may have implications on their
employment the prospective/current employee will be invited to discuss
the content of the disclosure with the recruiting manager and the HR
representative and a decision made on how to progress. See 6 below.

5.5 Where additional (confidential and separate) information has been
supplied to the countersignatory along with the normal Disclosure
Certificate/ Scheme Record or Update and not to the individual
(referred to under 2.0 above) this must on no account be shared with
the individual. Advice should be sought from the Senior HR Team
where this information is the reason for an unsatisfactory disclosure.

5.6. In exceptional cases where the Disclosure Certificate/PVG Scheme
Record or update has not been received or issues resolved prior to
appointment the individual will be reminded that the appointment will
not be confirmed unless a satisfactory Disclosure Certificate/PVG
Scheme Record or update is received.

5.7 Senior HR staff will feedback trends and share experience with the
Head of HR/Lead signatory in order that a fair and equitable procedure
is maintained throughout the Service. It is expected that the relevant
HR staff for the area will advise and guide recruiting managers on the
application of this policy.

5.8 Where it has been agreed that an individual cannot be recruited
because of the content of their Disclosure Certificate they should be
advised of this in the meeting outlined in 5.4 above.

5.9 Applicants from Overseas will not have their record in their home
country checked by Disclosure Scotland. The appropriate Disclosure
checks must be completed for all employees recruited from abroad. In
addition to this Police checks should be made with the country of
origin. The Criminal Records Bureau (www.crb.gov.uk) provides a
similar service to Disclosure Scotland primarily in England and Wales

http://www.crb.gov.uk/
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but also provides additional advice regarding obtaining criminal record
information from overseas. A link to this information is available
through the Disclosure Scotland website:
http://www.disclosurescotland.co.uk/FAQ29.htm. Where the country of
origin is not listed then the Foreign and Commonwealth website
www.fco.gov.uk or telephone 020 7008 1500 may be able to assist in
obtaining further information..

In the event that the country of origin is unable to provide criminal
record status then a risk assessment must be carried out based on the
existing information provided to determine whether the prospective
employee is safe to employ. It should be recognised that where
meaningful background checks cannot be carried out and sufficient
assurance cannot be gained by other means, it might not be possible
to employ the individual. This may in no way reflect on the honesty and
integrity of the individual, but rather it was not possible to obtain the
required background checks.

For these individuals managers should discuss the Criminal Record
Check and associated documentation with the National Recruitment
Manager or Head of HR.

5.10 As in 5.7 above, in exceptional cases where an individual is already
working with the Service and their Disclosure Certificate highlights a
concern, then HR advice should be sought in every case. See also 9.0
below. All cases of this type will be referred to the PVG panel. This
group will be comprised of Senior HR staff and nominated Senior
Manager.

6.0 Making a Decision on a Disclosure Certificate.

6.1 The meeting referred to at 5.5 above provides an opportunity to raise
issues concerning offences with applicants in open discussion and
should be carried out in such a way as to encourage open and honest
discussion.

6.2 It may be that the Disclosure Certificate/ Scheme Record contains
information that: -

 The applicant is unaware of.

 The applicant has been given inaccurate information about and is
under the impression that their convictions have been spent
(Sentences of the court can be extremely complex and it is frequently
the case that offenders do not understand the nature of the sentence(s)
they have received).

 Is inaccurate, or relates to someone else with the same name.

In any event the applicant should be given an opportunity to explain the

http://www.disclosurescotland.co.uk/FAQ29.htm
http://www.fco.gov.uk/
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situation before the final decision is made.

6.3 The suitability of employment of a person with a criminal record will
vary, depending on the nature of the job and the details and
circumstances of any conviction. An applicant’s criminal record should
be assessed in relation to the tasks he or she will be required to
perform and the circumstances in which the work is to be carried out.
Consideration will also be given to Organisational and reputational risk.

It is recommended that consideration of the following is necessary
when deciding on the relevance of offences for particular posts.

(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 contact with the public?
(d) Does the post involve direct responsibility for finance or

items of value?
(e) Will the nature of the job provide any opportunities for the

post holder to re-offend in the workplace?

The answers to these questions will help determine the
relevance of convictions to specific posts.

In some case the relationship between the offence and the post
will be clear in other cases this will be more difficult.

It is recommended that the following issues be taken into
account as a minimum.

(a) the seriousness of the offence and its relevance to the
safety of other employees, clients and property.

(b) The length of time since the offence occurred.
(c) Any relevant information offered by the applicant about

the circumstances, which led to the offence being
committed, for example the influence of domestic or
financial difficulties.

(d) Whether the offence was a one-off, or part of a history of
offending.

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

(f) The country in which the offence was committed. Some
activities are offences in Scotland and not in England and
Wales, and vice versa.

(g) Whether the offence has since been decriminalised by
Parliament.

(h) There is evidence to support the fact that a change in
behaviour has taken place.
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To support this deliberation a Decision Aid has been developed and is
attached at Appendix 2. This will provide a guide to identifying the
risks of employing individuals who have criminal convictions and /or are
under investigation.

Advice must be sought from the relevant HR Manager where the risk
assessed is considered to be medium, high or very high. After
considering and discussing these aspects as appropriate with the
applicant the recruiting manager and HR Manager need to identify
what risks might be involved and what precautions might be put in
place in order to provide satisfactory safeguards.

Once the matter is considered with the relevant HR Manager it should
then be referred to the Head of HR/National Recruitment Manager.

Where the risk is too great and there is no practical safeguard which
can be put in place, the individual will not be employed. The individual
should be advised of this in writing.

It is an offence for an organisation to offer regulated work to someone
who is barred or to fail to remove a person from regulated work if they
have been notified that they are barred. Please see section relating to
individuals who are barred (5.2)

7.0 Current Employees

7.1 Where a current employee is arrested, being investigated by the police,
reported to the Procurator Fiscal, charged or convicted of an offence,
relating to the harming of a child or protected adult, or any other
offence, they must advise their manager immediately.

7.2 Where the action at 7.1 above is likely to have an impact on the
Service then the Head of Service / Department must be made aware
and in consultation with the relevant HR Manager and a
recommendation made on any action required. No action should be
taken in regard to current employees without reference to the Head of
HR or Director of Human Resources and Organisational Development.

Where a current employee is applying for a different post within the
Service and they have had a previous disclosure check then they will
be required to complete an application for the level of disclosure
necessary for the post being applied for. Any internal promotion or
transfer to a different post where there is direct contact with children or
protected adults indicated in 4.1 will be required to join the PVG
Scheme and will be subject to the receipt of a satisfactory Scheme
Record certificate. The Service prior to the individual commencing
their new post must receive the Scheme Record or Scheme Record
Update.
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Standard Disclosures will be requested for non clinical staff and those
with face to face or telephone contact with patients. Exceptional cases
should be discussed with the relevant HR Manager, National
Recruitment Manager or Head of HR. Outcomes from these checks
should be managed in the same way as detailed in 6 and 7.2 above.

7.3 If after investigation for misconduct or other issues any employee is
found to be unsuitable to work with children or vulnerable adults the
Service has a duty to refer individuals to Disclosure Scotland. The
process of providing such information to Disclosure Scotland is called
‘making a referral’. The PVG Act places a duty on organisations and
personnel suppliers to make a referral when certain criteria are met.
Broadly speaking, the criteria are that: (a) an individual doing regulated
work has done something to harm a child or protected adult and (b) the
impact is so serious that the organisation has (or would) permanently
remove the individual from regulated work. All referrals must be made
via the Lead Signatory or nominated person.

8.0 Retrospective Checking

8.1 All applicants for PVG Scheme Membership under the retrospective
checking process will be processed through National Headquarters.
Any applications which are returned with criminal convictions will be
referred to the PVG panel for review and decision on action going
forward.

8.2 Barred - If the individual is barred from working with protected groups
then the relevant HR Manager and General Manager must be notified
accordingly. Suspension arrangements should be applied and an
investigation carried out in accordance with Scottish Ambulance
Service’s Disciplinary and Appeals policy. HR will record and maintain
necessary details on a central database in accordance with Data
Protection Act.

8.3 No criminal convictions

If there are no criminal convictions, no further action is required. HR
will record and maintain necessary details on databases, and destroy
in accordance with Data Protection Act.

8.4 Criminal Convictions

If the individual has criminal convictions which do not legally prevent
them from working with vulnerable groups then the normal procedure
outlined section 5.3 should be applied.

9.0 Payment for registration

9.1 As detailed in CEL 05 (2013) “NHSScotland Boards should continue to
ensure that new staff who require to be a member of the Scheme
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obtain clearance before taking up post and should take steps to ensure
that all staff who were in post prior to the introduction of the Scheme in
February 2011 have their applications processed in sufficient time to
obtain clearance by 1 April 2015. The membership fee should be paid
by the employing Health Board and the Board should also reimburse
any staff who have already paid their membership fee since taking up
post.”

10.0 Handling and Storage of Disclosure Information.

10.1 Disclosure information should be used for no other purpose than which
it was provided for. Unauthorised disclosure is a criminal offence. This
means that the Disclosure Certificate/Scheme Record should be kept
at all times in a locked cabinet with the individuals recruitment
information.

10.2 Once a person receives an unconditional offer and /or any
discrepancies have been resolved the Disclosure Certificate/Scheme
Record must not be kept in the personnel file but must be shredded.

10.3 Individuals who are not successful and have a Disclosure
Certificate/Scheme Record submitted must have their recruitment
documents stored in a confidential manner and their Disclosure
information shredded no later than 90 days after the date when they
were advised that they had been unsuccessful, or after the date of
when a dispute about the content of the Disclosure information has
been resolved.

10.4 A summary record should be kept however showing the name of
individuals for whom a Disclosure Certificate/PVG Scheme Record or
update was received, the issue date of the certificate, the type of
disclosure, and the unique number issued by the Disclosure Bureau
and the recruitment decision. A record of all those to whom the content
of the certificate was disclosed to should also be recorded. This will be
maintained by current counter signatories and will be monitored by the
Lead signatory.

11.0 Non Compliance With This Procedure

11.1 Where non-compliance has been identified this must be reported to the
Lead Signatory immediately and an appropriate investigation of the
issues carried out in order that this can be rectified.

11.2 The Lead Signatory will be responsible for advising Disclosure
Scotland of incidences of non-compliance.

11.3 Disclosure Scotland has a right to carry out ad hoc and planned
compliance checks.
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APPENDIX 1
SCOTTISH AMBULANCE SERVICE
DISCLOSURE SCOTLAND – APPLICANT DETAILS AT SELECTION DAY

Position Applied for _________________________

Name _________________________

Birth Certificate

Certificate No Issue Date

Registration District

Registration Sub District

National Insurance No

UK Passport No

Issue
Date

UK Driving Licence

With Photograph/Without Photograph (Delete as necessary)

No

Licence Valid From

Previous Disclosure Number

Other Form of Identity

Please state the form of identity seen



Revision 2013

I confirm that the above items of identification have been seen by me and that
they match the details entered above and will be checked against the details
entered on the Disclosure Application Form by the applicant should they be
offered a position.

Name (print) Signature

Position Date: Division

To be completed by Disclosure signatory/local manager for all shortlisted
applicant nets at the time of interview
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SSccoottttiisshh AAmmbbuullaannccee SSeerrvviiccee AAppppeennddiixx 22
CCrriimmiinnaall CCoonnvviiccttiioonnss DDeecciissiioonn AAiidd

Table 1 – Examples of Criminal Convictions - penalty / sentence

Offence Negligible Minor Moderate Major Extreme

Violent Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence

Sexual No offence No offence No offence Discharge /
Admonishme
nt

Fine (Band
1 – 3)

Dishones
ty

Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence

Criminal
damage

Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence

Drugs
offences

Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence

Breach
of the
peace

Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence

Motor 3 points 6 Points 9 Points 12 Points Disqualifie
d

Other Discharge /
Admonishmen
t

Fine (Band 1 –
3)

Fine (Band 4 –
5) or Fine
(Band 1 - 3)
and
Community
Sentence

Fine (Band 4
- 5) and
Community
Sentence

Imprisonm
ent and or
re offence
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Table 2 – Factor Definitions

Descriptor Rare Unlikely Possible Likely Almost Certain

Seriousness of
offence / Length of
time since offence
occurred

Offence
occurred as a
minor and no
re-offence

Offence over
10 years ago

Offence over 5
years ago

Offence over 2
years ago

Offence less
than 2 years ago

Relevant
information
regarding
circumstances
which led to the
offence

Many
mitigating
circumstances

Some
mitigating
circumstances

No mitigating
circumstances

Some
aggravating
circumstances

Many
aggravating
circumstances

Was offence a one
off / history of
offending

One off
considerable
time ago and
can
demonstrate
reform

One off,
considerable
time ago

One off but
less than 2
years ago

Recent
offences

History of
offending

Have Applicant
circumstances
changed making it
less likely for re-
offence

Many Social /
financial
influences at
the time,
circumstances
have changed

Some Social /
financial
influences at
the time,
circumstances
have changed

No Reasons /
influences on
conduct or
behaviour

Some
influences still
prevail

Many influences
still prevail

Evidence to
support change in
behaviour

Can
demonstrate
considerable
period of
reform (over
15 years +)

Can
demonstrate
period of
reform
exceeding 10
years

Can
demonstrate
period of
reform
between 5 –
10 years

Period of
reform, no
other offences
for less than 5
years

More than one
conviction in last
5 years
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Risk Matrix

Likelihood Consequences / Impact

Negligible Minor Moderate Major Extreme

Almost
Certain Medium High High V High V High

Likely
Medium Medium High High V High

Possible
Low Medium High High High

Unlikely
Low Low Medium Medium High

Rare
Low Low Medium Medium High

Very High
Do not offer employment Regret

High
Meet with applicant to
explore history / background
& seek advice from Personnel

Proceed to offer
stage only after
taking advice

Medium
Meet with applicant to
explore history / background
& seek advice from Personnel

Proceed to offer
stage only after
taking advice

Low
Offer post to applicant Offer post

This is a guide to risk assessment only. Where there is doubt/ concern
– always go to the next highest grade. The tool is a decision support
advisory matrix helping, but not replacing proper personnel judgement.


