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Procedure for applicants who require 
Protecting Vulnerable Groups Scheme 

membership 

1. Purpose and Scope 
1.1. This procedure sets out how admissions practitioners will manage applications from 

applicants to degrees which require them to have Protecting Vulnerable Groups Scheme 

membership. 

2. Abbreviations 

• HESA: Higher Education Statistics Agency 

• MBChB: Bachelor of Medicine and Bachelor of Surgery 

• MSc: Master of Sciences 

• PGDE: Professional Graduate Diploma in Education 

• PGR: Postgraduate Research 

• PGT: Postgraduate Taught 

• PVG: Protecting Vulnerable Groups Scheme 

• SDAP: Student Disclosure Assessment Panel 

• SFC: Scottish Funding Council 

• SRA: Student Recruitment and Admissions 

• UCAS: Universities and Colleges Admissions Service 

3. Definitions 
3.1. Programmes which are exempt from the Rehabilitation of Offenders Act 1974: 

Programmes which require students to carry out regulated roles with children and/or 

protected adults, as defined in the Disclosure (Scotland) Act 2020, are exempt from the 

Rehabilitation of Offenders Act 1974. 

University of Edinburgh programmes which require students to work in regulated roles are: 



 

 

• MBChB Medicine and MBChB HCP Medicine 

• Nursing 

• Social Work 

• Initial Teacher Education (including Primary Education with Gaelic, Physical Education, 
all PGDE programmes and MSc Transformative Learning and Teaching) 

• Learning in Communities  

• Counselling and Psychotherapy 

Other programmes may include optional modules or placements that would require a 

student to work in a regulated role.  

In addition, postgraduate students who intend to carry out research involving children 

and/or protected adults as defined by the Disclosures (Scotland) Act 2020 will also be 

engaged in regulated roles. 

Students who study on any programme or module that is exempt from the Rehabilitation 

of Offenders Act 1974 will be required to join the PVG Scheme. 

3.2. PVG Scheme: The PVG Scheme is a membership scheme administered by Disclosure 

Scotland. It ensures that anyone who is required to work in a regulated role is not barred 

from doing so.  

Enrolment in the PVG Scheme is initially for five years, after which membership must be 

renewed. All PVG Scheme members are subject to ongoing continuous monitoring while in 

the Scheme. This means that vetting information is kept up-to-date and if Disclosure 

Scotland provides new information to the University, this will be assessed to determine if 

the individual has become unsuitable for regulated roles. 

4. Roles and responsibilities 

4.1. There are undergraduate and postgraduate countersignatories in the College of Medicine 

and Veterinary Medicine and in the College of Arts, Humanities and Social Sciences. The 

College of Science and Engineering, who deal with relatively few PVG applications (mostly 

relating to PGR programmes) have one countersignatory who covers all applications 

requiring PVG Scheme membership for the College. The PVG countersignatories are 



 

 

responsible for the process of ensuring that the PVG Scheme is administered correctly, and 

are required to implement these procedures. 

4.2. The Head of Admissions, Student Recruitment and Admissions, holds responsibility for the 

implementation of these procedures and the associated Policy on applicants with criminal 

convictions. 

5. Programmes and modules exempt from the Rehabilitation of 
Offenders Act 1974  

5.1. Programmes and modules which require students to work in a regulated role are exempt 

from the Rehabilitation of Offenders Act 1974. Successful applicants will be required to join 

the PVG Scheme as a condition of entry. 

5.2. Any offer of admission to a programme requiring PVG Scheme membership from the outset 

of the programme will clearly state that the PVG Scheme membership is required before 

the applicant can commence studies. If PVG Scheme membership is not obtained before 

matriculation, it may not be possible for the student to join the degree programme. In such 

cases, a student may be required to defer until the next start date for the programme. 

Applicants who are having difficulty providing the necessary documentation should contact 

the appropriate admissions office as soon as possible.  

5.3. Any offer of admission to a programme requiring PVG Scheme membership at some point 

during the programme, other than the outset, must clearly state when PVG Scheme 

membership is required during the programme. These requirements are noted on the 

degree finder, but the timeline will also be communicated to applicants before the start 

date of the programme by email. 

5.4. Where an optional module requires PVG Scheme membership, students will be informed 

by their academic advisor before they select to study on the specific module (see section 

6).  

5.5. Applicants who are eligible for an offer of admission to a programme which requires PVG 

Scheme membership will be given information on how to join the PVG Scheme. Depending 



 

 

on the programme and the volume of applicants, this may either be provided with their 

offer, or once they have accepted their offer as their firm choice.  

5.6. Applicants must create a ScotAccount to complete and submit their PVG applications 

online. The ScotAccount is a digital identity service developed by the Scottish Government, 

enabling secure access to public services, including Disclosure Scotland's online platform. 

Once processed, PVG results are available digitally through the individual's account, 

replacing traditional paper certificates. It can be used to prove PVG status to employers by 

sharing scheme results directly from within the account.  

5.7. Undergraduate applicants accepting the University of Edinburgh’s offer as their insurance 

choice should submit their verified supporting documents only if their offer from the 

University of Edinburgh becomes their firm choice and they receive a request from the 

relevant admissions team to provide these. 

5.8. Applicants must provide three forms of supporting documentation. These should confirm 

the applicant’s name, date of birth, and current home address (e.g. passport, national 

identity card, driving licence, utility bill, rental agreement/mortgage, bank statement). Bills 

etc. must be dated within the last 6 months. One form of identification must be 

photographic. A list of acceptable forms of identification along with information on how 

these should be delivered, is provided by the relevant admissions team. 

5.9. Applicants should arrange for copies of their identification documents to be countersigned 

by a passport countersignatory. Information about acceptable passport countersignatories 

is available on the UK Government website. Wherever possible, the PVG countersignatory 

should undertake reasonable checks to ensure that the passport countersignatory is a 

genuine person before the student commences a regulated role. 

5.10. Applicants must provide their original or verified supporting documents by the deadline 

given in the request from the admissions team. The admissions team cannot initiate a PVG 

application until these have been received.  

5.11. A verified translation will be required for all documents which are used for identification 

purposes if these are not written in English.  

https://www.disclosure.gov.scot/online-account-service-live
https://www.gov.uk/countersigning-passport-applications


 

 

5.12. On receipt of the verified supporting documentation, the PVG countersignatory will check 

the personal identification documents, before initiating an application. The application will 

be initiated for the relevant protected groups that the applicant will be working with during 

their studies (children and/or vulnerable adults). The applicant will then be sent a link to 

their application, which they will be required to complete and submit to Disclosure Scotland 

by a specified deadline.  

5.13. The PVG countersignatory should retain copies of the identification documents to compare 

the details with those on the PVG Scheme Record when it is received by the PVG 

countersignatory. 

5.14. If an applicant already has PVG Scheme membership for the appropriate type of regulated 

role they must notify the relevant admissions team so that the correct application is 

initiated by the countersignatory. 

5.15. In addition to joining the PVG Scheme, an applicant of any nationality who has been 

resident in a country outside the UK for six months or more, either during the past ten years 

or since reaching the age of 16, may be required to provide a criminal records check 

certificate or equivalent from each country where they have been resident1. Further advice 

on obtaining overseas criminal records check certificates is provided in Appendix 2. 

5.16. Once the application has been processed by Disclosure Scotland, the applicant will receive 

a copy of the PVG Scheme Record2, which they must share immediately with the relevant 

PVG countersignatory at the University for verification, and before matriculation. Failure to 

do so may result in delays to matriculation or withdrawal of the offer of admission.  

5.17. The PVG Scheme Record will detail the type(s) of regulated role in respect of which the 

individual is a PVG Scheme member (thereby confirming that they are not barred from 

 

1 A separate criminal records check is not required for countries where Disclosure Scotland can carry out checks 

directly. Disclosure Scotland currently conducts checks for nationals of the following countries: France, Germany, 

Greece, Hungary, Ireland, Italy, Lithuania, Netherlands, Poland, Portugal, Romania, and Spain. However, these 

checks apply only to individuals who are nationals and residents of those countries. Non-nationals who have 

lived in these countries will not be covered by Disclosure Scotland checks, and the University of Edinburgh will 

need to request the relevant criminal record information directly from the applicant in these cases. 
2 From 1 April 2025, the University will no longer receive a copy directly from Disclosure Scotland.  



 

 

regulated role of that type), whether or not the individual is under consideration for listing 

and any vetting information. If the applicant plans on appealing information included in the 

disclosure, they should let the University know immediately. 

5.18. If the PVG Scheme Record confirms the individual is listed, or is under consideration for 

listing, and/or the PVG Scheme Record includes vetting information, the case will be 

referred to the Head of Admissions in Student Recruitment and Admissions for review. If 

necessary the Head of Admissions will arrange for this to be considered by the SDAP. 

Further information about the SDAP is provided in Appendix 5.  

5.19. Applicants who are holding an offer for deferred entry will be asked to submit a PVG 

Scheme application or complete an existing PVG Scheme member application in the year 

they intend to commence their studies. The PVG Scheme Record must be submitted to the 

relevant countersignatory  before matriculation. 

6. Matriculated students who require PVG Scheme membership 
6.1. Matriculated students studying on a programme which does not automatically require PVG 

Scheme membership may also be required to become PVG Scheme members if they wish 

to study a module or to carry out research which involves a regulated role. However, PVG 

Scheme membership is not an admissions requirement for these programmes, given that 

the decision to work in a regulated role with vulnerable groups is optional. 

6.2. Where matriculated students are required to join the PVG Scheme, the relevant School has 

the responsibility for ensuring that there are appropriate mechanisms in place to make 

certain that PVG Scheme membership or a PVG Scheme Record update (see Appendix 1) is 

obtained before this part of a student’s studies. It is recommended that each College and 

School ensures that its ethical approval procedures make clear the relevant responsibilities 

and processes concerning these issues. 

7. Ongoing vetting 
7.1. After an individual has joined the PVG Scheme via the University of Edinburgh, Disclosure 

Scotland will continuously update their vetting information for as long as they are a 



 

 

member of the scheme. Any new vetting information will be assessed by Disclosure 

Scotland. If such information suggests that the individual may have become unsuitable to 

work in a regulated role with children and/or protected adults, they will be placed under 

consideration for listing and the individual and the University, as an organisation with an 

interest in the individual, will be informed. 

7.2. The outcome of Disclosure Scotland’s considerations may result in the individual being 

barred from working in a regulated role. In this instance, the student will be unable to 

undertake further placements involving a regulated role and may, therefore, be unable to 

complete their studies. In this instance, the case should be referred to the Head of 

Admissions, Student Recruitment and Admissions, for consideration by the SDAP (see 

Appendix 5) which will assess whether, and on what basis, the student may remain a 

student of the University. 

8. PVG renewal 
8.1. From 1 April 2026, PVG Scheme membership will be time-limited and require renewal every 

five years. This will only impact students on relevant programmes that exceed five years in 

length, or those where a break in study has occurred that extends the student’s study 

period beyond five years. 

8.2. The University will maintain a record of PVG Scheme membership renewal deadlines for all 

enrolled students to ensure compliance with the five-year renewal requirement. 

Ownership of student lists sits with Schools or programme leads, as they are best placed to 

monitor renewals for their cohorts and arrange the refreshed PVGs. Admissions teams will 

liaise with these staff to determine best local practice and compliance (i.e. process 

awareness, which PVG countersignatories should be used, who to contact), but will not be 

directly involved unless that has been agreed locally.  

9. Leaving the University 
9.1. When a student who has registered via the University as a PVG Scheme member leaves the 

University, either on completion of their studies or having withdrawn, the University has a 



 

 

legal obligation to notify Disclosure Scotland that it no longer has an interest in the 

individual’s membership. . Academic Colleges may choose to coordinate this or delegate 

responsibility directly to local teams in Schools or programme leads are best placed to 

manage their own cohorts but should remain informed that the process is functioning. 

9.2. Disclosure Scotland can be informed by email of students that have left, including the 

name, date of birth and scheme number of the relevant individuals.  

9.3. Should the University receive information regarding a PVG Scheme member in whom it no 

longer has an interest, the information should be returned immediately to Disclosure 

Scotland (this information would come directly from Disclosure Scotland to the relevant 

PVG signatory). On no account should the information be forwarded to a third party. The 

University will not retain any such information unless required to do so by law. 

10. Compliance and Monitoring  
10.1. Compliance: managing PVG scheme membership for relevant students is a legal 

requirement and part of the University’s risk management concerning children and 

vulnerable adults. It is therefore essential that the processes set up in this procedure are 

fully implemented in all cases.  

10.2. Monitoring: PVG Scheme membership renewal tracking and responsibility transfer upon 

student departure must be incorporated into ongoing compliance monitoring efforts. 

Schools and/or programme staff are responsible for ensuring that this procedure is 

followed.  

11. Associated documents  

• Procedure for applicants who have disclosed criminal convictions 

12. Related policies  

• Policy for admission to the University of Edinburgh 

• Policy on applicants with criminal convictions 

mailto:response@disclosurescotland.gov.scot
https://www.ed.ac.uk/sites/default/files/atoms/files/university_of_edinburgh_admissions_policy_nov_2023_0.pdf
https://uoe.sharepoint.com/:b:/s/PolicyRepository/EeKMhQkOQilFkMmqGYdzstMB6oZe2X-l00vy_fzPbd-oWg
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Disclosure Scotland and the Protecting Vulnerable Groups Scheme 

1. Disclosure Scotland 

1.1 Disclosure Scotland is the agency responsible, on behalf of the Scottish Government, for 

issuing disclosures of an individual’s criminal convictions, and for managing and delivering 

the PVG Scheme. Further information is available from Disclosure Scotland. 

2. Protecting Vulnerable Groups Scheme membership 

3.1. The PVG Scheme was established by the Protection of Vulnerable Groups (Scotland) Act 

2007, and updated by the Disclosure (Scotland) Act 2020.  

3.2. Individuals who work in roles with children and/or protected adults- termed regulated roles 

under the Disclosure Act, are required to join the Scheme. Roles, as defined by The Act, 

include student placements. It is an offence to ask someone to apply to join the PVG 

Scheme or make a disclosure application concerning work which is not in a regulated role 

as defined under the Disclosures Act. 

3.3. Membership of the PVG Scheme is workforce-specific. Individuals apply to join the PVG 

Scheme concerning working with children and/or protected adults. 

3.4. Vetting information regarding all convictions on record (including spent convictions) and 

relevant non-conviction information held locally by police is provided by Disclosure 

Scotland. 

3.5. Those considered by Disclosure Scotland unsuitable for a regulated role working with 

children and/or protected adults are listed, i.e. barred from working with children and/or 

protected adults, and are not permitted to become members of the PVG Scheme in relation 

to the protected group(s) included in their PVG Scheme application. Disclosure Scotland 

will only consider unsuitability for the type of regulated role in relation to which the 

individual applied to join the PVG Scheme. 

http://www.disclosurescotland.gov.uk/
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3.6. If an individual is barred from working with one vulnerable group it does not follow that 

they will also be barred from working with the other vulnerable group. Therefore, when 

individuals join the scheme, they do so in relation to one or both types of regulated roles. 

3.7. It is an offence for an organisation to offer a regulated role to someone who is barred, or 

to fail to remove a person from a regulated role if they have been notified that the person 

is barred. 

3.8. Whilst PVG Scheme membership indicates that a person is not barred from carrying out 

work with children and/or protected adults, it does not imply that a person is suitable for 

entry to a particular profession, or full membership of the University community. A PVG 

Scheme member may have relevant convictions and the decision regarding an individual’s 

suitability rests with the University. 

3.9. When Disclosure Scotland confirms an individual’s membership of the PVG Scheme, it 

provides them with a Scheme Record which details criminal convictions and other relevant 

non-conviction information held on record, which the applicant must share with the 

University. 

3.10. Disclosure Scotland continues to collect vetting information relating to an individual for as 

long as they are a member of the Scheme. Membership is time-limited. From 1 April 2026, 

individuals must renew their PVG Scheme membership every five years. When an 

organisation such as the University of Edinburgh no longer has an interest in an individual 

PVG Scheme member, for example, because they have completed their studies or because 

they have withdrawn from their programme, Disclosure Scotland must be informed. 

4. Protecting Vulnerable Groups Scheme updates 
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4.1. Where an individual is already a PVG Scheme member in respect of the appropriate type 

of regulated role, they can apply for a PVG Scheme Record Update as proof of current 

Scheme membership.  

4.2. The Scheme Record Update shows basic membership information including: 

• The type(s) of regulated role in respect of which the individual is a PVG Scheme member 
(thereby confirming that the individual is not barred from that type of regulated role). 

• Whether an individual is under consideration for listing (i.e. barring) for the type(s) of 
regulated role. 

• The date the individual’s PVG Scheme Record was last disclosed. 

• 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. 

• Either a statement confirming that no vetting information has been deleted since the 
Scheme Record was last disclosed or the date of each deletion. 

4.3. The PVG Scheme Record Update does not include any vetting information. If a Scheme 

Record Update indicates that vetting information exists for the individual concerned, the 

individual will need to apply for a full Scheme record. 
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Procedure for UK and overseas applicants who have lived abroad 
1.1. All applicants to programmes which require PVG Scheme membership will be required to 

join the PVG Scheme or provide proof of current Scheme membership (see Section 6 of the 

policy) as an admissions requirement, regardless of the country in which they currently or 

previously lived. Future vetting information relating to offences committed in the UK will 

be monitored and provided to the registered body (i.e. the University).  

However, because there will be no vetting information available to Disclosure Scotland for 

periods when the applicant lived overseas, the applicant will be required to obtain a 

disclosure certificate from any country in which they have lived for six months or more (in 

a single period), either during the past ten years or since the age of 16, even if they have 

not disclosed any convictions. The exception countries to this are France, Germany, Greece, 

Hungary, Ireland, Italy, Lithuania, Netherlands, Poland, Portugal, Romania and Spain, where 

Disclosure Scotland can retrieve criminal records checks. Template letters/emails are 

provided in Appendix 3. 

1.2. Information on how to obtain a disclosure certificate from a country outside the UK can be 

found on the website of the UK Government. 

1.3. If the certificate is in a language other than English, the applicant will also be required to 

submit a certified translation of the certificate. 

1.4. If the applicant has lived in a country which is not included on the UK Government list given 

above, they will be required to obtain a Certificate of Good Conduct from the local police 

authority in the relevant country to evidence that they have no criminal convictions, or to 

provide details of any conviction(s) they have received. If the information is in a language 

other than English, the applicant will also be required to submit a certified translation of 

the document.  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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1.5. In exceptional cases where it is not possible to obtain a Certificate of Good Conduct, an 

applicant may seek permission from the relevant admissions office to submit a Self-

Declaration Certificate, together with a character reference, to demonstrate their good 

character. The reference should normally be provided by a professional (teacher, employer, 

doctor, chaplain etc.) who has known the applicant for at least two years and who can 

vouch for their good conduct. This reference must not be provided by a member of the 

applicant’s family. If the reference is provided in a language other than English, the 

applicant will also be required to submit a certified translation. 

1.6. The Self-Declaration Certificate is provided in Appendix 4. On receipt of the certificate(s), if 

necessary the Procedure for applicants who have disclosed criminal convictions will be 

followed. 

https://www.ed.ac.uk/sites/default/files/atoms/files/april_2022_-_procedure_for_applicants_with_disclosed_criminal_convictions_final.pdf
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Template letters and emails 

3a: For UK-domiciled applicants who have disclosed that they have a criminal 
conviction, and have applied to a programme requiring PVG Scheme membership 

The following wording is recommended for use when requesting further information from UK-

domiciled applicants to programmes requiring PVG Scheme membership, who have disclosed on 

their application form that they have a criminal conviction. 

 

Dear <Applicant name> 

UUN/UCAS number 

Application for <Programme Title> 

Thank you for your application for admission to the above programme at the University 

of Edinburgh.  

You indicated on your application that you have a criminal conviction. Because you have 

applied for a programme which is exempt from the Rehabilitation of Offenders Act 1974, 

you are required to provide us with information about any criminal convictions you have 

received in accordance with the disclosure regulations detailed on the Disclosure Scotland 

site. These regulations clarify which convictions must be disclosed, and which are 

considered “protected” so that information can be withheld. 

In order to progress your application, I would therefore be grateful if you could send me 

the following information: 

1. Specific details of any criminal convictions you have received which are not 

considered to be protected convictions under the disclosure regulations detailed 

on the Disclosure Scotland website. This information should include full 

information relating to the date of the conviction, the nature of the conviction and 

http://www.disclosurescotland.co.uk/


A-3 

 

the nature of the sentence, and whether the conviction was received in a country 

outside the UK. 

When I receive this information we will consider whether an offer can be made, or 

whether the case must be considered by our Student Disclosure Assessment Panel and I 

will inform you if your case is to be referred to the Panel. If a referral is made, you will be 

required to apply to join the Protecting Vulnerable Groups Scheme prior to your case 

being considered.  

If you have lived in any country other than the UK for a period of six months or more (in 

a single period) either in the last 10 years or since you were 16, we may also require a 

disclosure certificate from all such countries. If this applies to you, please could you 

provide me with details of all relevant countries and the dates when you were resident 

there. 

I must emphasise that all the information you supply will be treated confidentially within 

the University. If you require any further information, please do not hesitate to contact 

me directly. 

Yours faithfully, 

3b: For overseas applicants who have disclosed that they have a criminal conviction, 
and have applied to a programme requiring PVG Scheme membership 

The following wording is recommended for use when requesting further information from 

overseas applicants to programmes requiring PVG Scheme membership, who have disclosed on 

their application form that they have a criminal conviction. 

Dear <Applicant name> 

UUN/UCAS number 

Application for <Programme Title> 
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Thank you for your application for admission to the above programme at the University 

of Edinburgh.  

You indicated on your application that you have a criminal conviction. Because you have 

applied for a programme which is exempt from the Rehabilitation of Offenders Act 1974, 

you are required to provide us with information about any criminal convictions you have 

received in accordance with the disclosure regulations detailed on the Disclosure Scotland 

website: www.disclosurescotland.co.uk. These regulations clarify which convictions must 

be disclosed, and which are considered protected so that information can be withheld. 

In order to progress your application, you are required to provide details of the 

conviction(s) mentioned. I would therefore be grateful if you could send me the following 

information: 

1. Specific details of any criminal convictions you have received which are not 

considered to be “protected” convictions under the disclosure regulations 

detailed on the Disclosure Scotland website. This information should include full 

information relating to the date of the conviction, the nature of the conviction and 

the nature of the sentence, and whether the conviction was received in a country 

outside the UK. 

When I receive this information we will consider whether an offer can be made, or 

whether the case must be considered by our Student Disclosure Assessment Panel and I 

will inform you if your case is to be referred to the Panel. If a referral is made, you will be 

required to apply to join the Protecting Vulnerable Groups Scheme prior to your case 

being considered.  

In addition, we will require disclosure certificates from any country you have lived in for 

a period of six months or more (in a single period) in the last 10 years or since you were 

http://www.disclosurescotland.co.uk/
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16, other than the UK. Please could you provide me with details of all relevant countries 

and the dates when you were resident there. 

I must emphasise that all the information you supply will be treated confidentially within 

the University. If you require any further information, please do not hesitate to contact 

me directly. 

Yours faithfully, 

3c: Information for all applicants (UK, EU or International) who intend to firmly 
accept their offer of admission for a programme of study requiring PVG Scheme 
membership 

The following guidance is intended for applicants who intend to firmly accept a place on a 

programme which requires PVG Scheme membership, and who have not disclosed that they have 

a criminal conviction on their application form. 

All applicants to the University of Edinburgh who intend to study on programmes in, 

Medicine, Nursing, Social Work, or Teacher Education are required to join the Disclosure 

Scotland Protecting Vulnerable Groups (PVG) Scheme before they begin their studies. The 

PVG Scheme provides the University with vetting information regarding an individual’s 

convictions for any crime committed in the UK. 

PVG Scheme applications are processed through the University for all programmes except 

for those in Social Work, which are administered by the Scottish Social Services Council 

and, if relevant, you will be contacted separately regarding this.  

Applicants who have lived in a country outside the UK for a period of six months or 
more either in the last 10 years or since the age of 16.  

In addition to joining the PVG Scheme, you must also provide a Criminal Record Check 

from all countries outside the UK (except, if a national of and residing in one of the 

following: France, Germany, Greece, Hungary, Ireland, Italy, Lithuania, Netherlands, 
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Poland, Portugal, Romania and Spain) in which you have been resident for a period of 6 

months or more (in a single period) either in the last 10 years or since the age of 16. 

Information on how to obtain a Criminal Record Check from countries outside the UK can 

be found on the UK Government website:  

If the certificate is in a language other than English you will also need to provide a certified 

translation.  

If you are/were resident in a country which is not included on the UK Government list, 

you should obtain a Police Check/Certificate of Good Conduct from the local police 

authority in the relevant country. If the information is in a language other than English, 

you will also need to provide a certified translation of the document. 

In exceptional cases where it is not possible to obtain a Police Check/Certificate of Good 

Conduct, you may seek permission from the relevant Undergraduate Admissions Office 

or Postgraduate Office to submit a Self-Declaration Certificate, together with a character 

reference, to demonstrate your good character. If the Admissions Office or Postgraduate 

Office approves your request, they will provide you with a Self-Declaration form for 

completion. The character reference should be on letter-headed paper, and will normally 

be provided by a professional (teacher, employer, doctor, chaplain etc.) who has known 

you for at least two years and who can vouch for your good conduct. This reference must 

not be provided by a member of your family. If the reference is provided in a language 

other than English, you will also be required to submit a certified translation. 

Please note that a failure to disclose that you have a criminal conviction which is later 

revealed could lead to your application being considered to be fraudulent. In such a case, 

your application will be dealt with in accordance with the Policy regarding admissions 

fraud. 

Yours faithfully, 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
http://www.ed.ac.uk/studying/postgraduate/applying/certified-translations
http://www.ed.ac.uk/studying/postgraduate/applying/certified-translations
https://www.ed.ac.uk/studying/admissions/policies-procedures
https://www.ed.ac.uk/studying/admissions/policies-procedures
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University of Edinburgh Self-Declaration Certificate 

This certificate must be completed if you are unable to provide a disclosure certificate or 

Certificate of Good Conduct from a country outside the UK where you have been resident for six 

months or more (in a single period) either in the last 10 years or since the age of 16. You may 

only submit a Self-Declaration Certificate where that has been agreed in advance by the 

University.  

In addition to the Self-Declaration Certificate, you must also supply an additional written 

character reference (see the enclosed guidance notes). 

Surname:      

Forename(s):      

Date of Birth:      

Degree applied for:      

UCAS Personal ID and Course 

Code: 

     

(Undergraduate applicants only)      

University of Edinburgh UUN      

Self-Declaration 

Please read the following statements carefully and tick the statement that applies to you, 

ensuring that you sign the declaration at the bottom of the page. 

 I, the above-named, declare that I do not have any criminal convictions. This includes 

spent convictions, cautions (including verbal cautions) or bind-over orders. 

OR 
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 I, the above-named, declare that one or more of the statements is applicable (tick as 

appropriate). If any of these statements apply, you will be contacted separately and asked 

to submit further information to the University. 

 I have a criminal conviction 

 I have a spent criminal conviction  

 I have a caution (including a verbal caution) 

 I have a bind-over order 

 I am serving a prison sentence for a criminal conviction 

 

Signed:    

 

Date: 

   

 

Please note that if you receive any convictions, cautions or bind-over orders following the 

submission of this certificate and before commencing studies at the University of Edinburgh, you 

must inform the appropriate admissions office or postgraduate office immediately. Failure to do 

so may result in withdrawal of your place. 

This form should be returned to: <Name, School or College, Address> 
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PVG Document Checklist 

You will be required to send verified electronic copies of your original documents to us via email. 

These should be three of the following forms of identification (one must have your photograph 

and one must have your current address dated within the last six months): 

• Birth Certificate 

• Passport 

• Provisional Driving Licence (with photo) 

• Full Driving Licence (with photo) 

• Utility Bill dated within the last 3 months (must show your address) 

• Bank Statement dated within the last 3 months (must show your address) 

• PVG Scheme Membership Certificate  

• Other 

NB. If you are already a member of the PVG scheme we recommend you provide your PVG 

scheme membership details. 
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Student Disclosure Assessment Panel (SDAP) 

1. Remit 

1.1 The remit of the SDAP is to consider cases referred to it by the Head of Admissions, Student 

Recruitment and Admissions, and to make the final decision regarding admission of the 

applicant to the University. 

1.2 The SDAP must consider whether admitting the applicant to the University and/or their 

chosen degree programme, might pose an unacceptable risk to others (both within and 

outside the University community), and whether, in the case of admission to a professional 

degree, there might be any impediment to progression into professional practice. 

1.3 The SDAP has a responsibility to consider the best interests of the applicant in this context. 

2. Membership 

1.1. Membership of the SDAP is limited to facilitate efficient and consistent decision-making. 

Membership consists of: 

• Head of Admissions, Student Recruitment and Admissions 

• Panel Secretary 

• Deputy Secretary (Students) 

• Academic representative from the College, School or subject area(s) to which the 
student is seeking admission, or from the Centre for Open Learning as appropriate 

• Head of Accommodation Services (or nominee) 

• An academic representative from the School of Law with expertise in the field of 
Criminology 

2.2 The SDAP is quorate when the following are in attendance: 

• Deputy Secretary (Students) 

• An academic representative from the College or subject area 

• Head of Accommodation Services (or nominee) 
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• An academic representative from the School of Law with expertise in the Criminology 
field. 

2.3 Exceptionally, and where it is deemed there is insufficient expertise within the SDAP to 

reach a decision, the SDAP may choose to co-opt one or more further members (with the 

relevant expertise) as appropriate. 

3. SDAP process  

3.1 All referrals to the SDAP should be made through the Head of Admissions, Student 

Recruitment and Admissions. 

3.2 The Head of Admissions will request additional details from the applicant regarding the 

information contained in the PVG Scheme Record, which will normally include: 

• A written account from the applicant explaining the circumstances of the conviction(s) 

• Contact details for probation officers, police liaison officers or social workers involved in 

the case who can provide information related to the conviction and the applicant’s 

rehabilitation  

This information should be provided within 10 working days. If there is any difficulty in 

providing the information, the applicant should inform the Head of Admissions as quickly 

as possible and alternative arrangements can be discussed. 

The applicant may also ask for up to two character references to be considered and must 

provide contact details for the referees. 

3.3. The Head of Admissions will request references or statements from those people who have 

been put forward by the applicant. On receipt of this information, the SDAP will be 

convened to consider the case.  

3.4. The applicant will be informed of the date when the SDAP meeting will take place. The 

applicant will have the opportunity to make a personal statement to the SDAP at the start 
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of its meeting, although they will not be permitted to remain in the room for the rest of the 

meeting. No negative inference will be made if the applicant chooses not to make a 

personal statement. 

3.5. The criteria which the SDAP will consider in each case are as follows: 

a. Whether there is sufficient information available for the SDAP to make a decision. 

b. The nature of all the information in the Disclosure (whether conviction, reprimand, 

warning, caution or other relevant information). 

c. If the information includes a conviction, whether the conviction is spent, and whether 

it has been disclosed because the programme applied to is exempt from the 

Rehabilitation of Offenders Act 1974. 

d. Time elapsed since the entry on the Disclosure. 

e. Whether the applicant poses an unacceptable risk to the University community 

(including the wider community, and anyone the applicant would come into contact 

with on a placement). 

f. Whether, through the information provided to the SDAP, the applicant demonstrates 

the potential to abide by the University rules and regulations and accepted standards 

of behaviour. 

3.6 In reaching its decision, the SDAP must consider each of the above criteria. Where the 

applicant has submitted additional information, this should help inform the SDAP’s 

decision.  

3.7 The SDAP reserves the right to seek independent legal advice should it believe that to be 

necessary. In such a case, the applicant will be informed of the nature of such advice. 

3.8 The decisions available to the SDAP are: 
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a. To allow the student to be admitted to the University without imposing any non-

academic conditions 

b. To allow the student to be admitted to the University, subject to specific non-academic 

conditions determined by the SDAP, such as limits to modules the student may choose 

to study, or restrictions on access to University accommodation. 

c. To refuse the student admission to the University and to withdraw any offer of 

admission which has been made previously. 

3.9 Where the applicant has applied for a programme which requires PVG Scheme membership 

and the applicant is not listed, i.e. barred, from joining the PVG Scheme, but has relevant 

convictions (disclosed via the PVG Scheme Record or Basic Disclosure), the Panel’s decision 

must be based on whether there is any impediment to the applicant pursuing their chosen 

programme of study. In cases where the SDAP decides that there is an impediment to 

admission onto the chosen programme of study, the Panel may ask the College to 

recommend an alternative programme of study. 

3.10 Where the SDAP decides to admit the applicant to their chosen programme of study, but 

where there may be issues relating to progression or professional requirements that are 

outside the SDAP’s control, this information should be drawn to the attention of the 

applicant. In such cases, the SDAP could refer the applicant to a professional Fitness to 

Practice panel where appropriate or may ask the SDAP member from the relevant subject 

area to discuss such issues directly with the applicant. 

3.11 Whilst the University is in a position to advise the applicant of potential difficulties with 

progression, it cannot accept liability for decisions taken by outside agencies which may 

result in the student being unable to complete their chosen programme of study, or to 

register with a professional body on competition of their programme. 
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3.12 Where applicable, and in line with data protection legislation, the SDAP may seek further 

advice from relevant professional bodies. 

3.13 All information received by SDAP members will be treated confidentially and in accordance 

with Disclosure Scotland’s policy on the storage and retention of disclosures, and the Data 

Protection Act 2018. 

3.14 Whilst the academic decision for admissions is always dealt with separately, the SDAP may 

exceptionally request copies of admissions documentation if it is deemed that these 

contain information relevant to the case. 

3.15 In cases where the receipt of the PVG Scheme Record or the Disclosure is close to the start 

of the academic year and where the information contained within it may make an 

expeditious decision difficult, the SDAP may consider offering the applicant a deferred 

place. 

3.16 In considering all cases referred to it, the SDAP must adhere to relevant legislation. 

3.17 Following the meeting of the SDAP, the Head of Admissions will write to the applicant on 

behalf of the SDAP informing them of the SDAP’s decision, and seeking their agreement to 

any non-academic conditions. Where the decision is to admit the applicant, the Head of 

Admissions is responsible for informing the appropriate admissions office or postgraduate 

office of this decision. 

4. Appeals 

4.1. The decision of the SDAP is final, and appeals against decisions will only be considered in 

the following circumstances: 

a. Where there is substantial new information which, for good reason, was not made 

available to the Panel at the time that its decision was made, and where that new 

information is significant and directly relevant. 
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b. Where there is evidence that the process set out in this procedure was not followed 

during the disclosure assessment process. 

4.2. If an applicant believes, based upon the above criteria, that they have grounds for appeal, 

they should submit a formal letter of appeal to the Director of Student Recruitment and 

Admissions within 20 days of notification of the SDAP’s decision. The applicant will receive 

notification that their appeal has been received and the expected timescale for receiving a 

response. 

4.3. When a letter of appeal is received, the Director of Student Recruitment and Admissions 

will determine whether a prima facia case exists. 

4.4. If the grounds for appeal are those stated in 4.1(a), the case will normally be referred back 

to the SDAP for reconsideration in light of the new information. 

4.5. If the grounds for appeal are those stated in 4.1(b), the Director of Student Recruitment 

and Admissions will undertake a further investigation and if there is evidence that this 

policy has not been followed, will arrange for a new SDAP meeting to take place with 

different membership from the relevant University departments. 

4.6. The applicant will be informed within 20 working days of the notification by the University 

of the applicant’s letter of appeal either that there is no case to answer, or that one of the 

above courses will be followed. If the appeal is to progress, the applicant will be informed 

of further timescales. 

mailto:sra-appeals@ed.ac.uk?subject=Admissions%20decision%20appeal
mailto:sra-appeals@ed.ac.uk?subject=Admissions%20decision%20appeal

