
 

 

 

Disclosing convictions in the Senior Personnel Form   
This factsheet provides help with Questions 5.1 to 5.2 in the form for notification of senior 

personnel that effectively direct the business of an internally managed firm. These questions 

relate to criminal matters.  

Before answering the questions in the form, you should be aware that:  

• References to ‘conviction’, ‘custodial sentence’ and ‘sentence of service detention’ in the 

diagram below have the same meaning as in the Rehabilitation of Offenders Act 1974 

and the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975  

(http://www.legislation.gov.uk ), both of which should be referred to in answering the 

questions.   

  

• Listed offences include serious violent and sexual offences and must be disclosed.  You 

should refer to article 2 paragraph 2A (5)(a)-(n) of the Rehabilitation of Offenders Act 

1974 (Exceptions) Order 1975 (as amended by the Rehabilitation of Offenders Act 1974 

(Exceptions) (Amendment) Order 2013) for the full definition of ‘listed offences’.  

The position in England and Wales  
Where the law of England and Wales applies under the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975, spent and unspent criminal convictions (other than a protected 

conviction) and spent and unspent cautions (other than a protected caution) must be 

disclosed.   

You do not have to disclose a protected caution or protected conviction. To determine whether 

or not your conviction or caution is protected and therefore does not need to be disclosed, 

refer to the Rehabilitation of Offenders Act 1974 and the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975.  

             

Is it a listed offence?

Have you received a 
custodial sentence /sentence 

of service detention?

Have you been convicted of 
any other offence at any 

time?

Were you under 18 at the 
time of the conviction?

NO

NO

NO

Have 5 years and 6 months 
or more passed since the 

date of conviction?

Have 11 years or more 
passed since the date of the 

conviction?

D
ISC

LO
SE

DON’T DISCLOSE

YES

YES

YES

YES

NO

NO

YES YESNO

Do I need to disclose my conviction? Do I need to disclose my caution?

Was the caution for a listed 
offence?

D
ISC

LO
SE

YES

Were you under 18 at the 
time the caution was given?

Have two or more years 
passed since the date on 

which the caution was 
given?

Have six or more years 
passed since the date on 

which the caution was 
given?

YES NO

DON’T DISCLOSE

YES

NO

NONO YES

 

http://www.legislation.gov.uk/


 

The position in Northern Ireland  
Where the law in Northern Ireland applies under the Rehabilitation of Offenders (Exceptions) 

Order (Northern Ireland) 1979, spent and unspent criminal convictions and spent and unspent 

cautions must be disclosed.  

The position in Scotland  
Where the law of Scotland applies under the Rehabilitation of Offenders Act 1974 (Exclusions 

and Exceptions) (Scotland) Order 2013, spent and unspent convictions must be disclosed. 

Disclosures in relation to spent alternatives to prosecution are not required.  

 


