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Minimum entry requirements 
to be eligible to apply for jobs 

within the SCTS and the 
requirements for the 

Guaranteed Interview Scheme  
  
  

 

 

In order to be deemed eligible to apply for jobs within the Scottish Courts and Tribunals Service 
you must meet the following criteria: 
 
• Be eligible to work in the UK and Civil Service for the purposes of the job 
• Not have any spent or unspent criminal convictions  
• Not have been declared insolvent/bankrupt 
• Have passed our online suitability test (Only applies to entry level jobs such as court 

support officers and administration roles) or required qualifications. 

Eligibility to work in the UK and Civil Service 

The Scottish Courts and Tribunals Service (SCTS) must comply with the Nationality Rules 
specified by the Cabinet Office, the Asylum and Immigration Act 1996 and the Immigration 
(Restrictions on Employment) Order 2004. Under these rules and legislation the Scottish Courts 
and Tribunals Service has a legal obligation to ensure that any successful applicant is entitled to 
work in the UK.  
 

These rules restrict employment in the UK Civil Service to certain categories of citizen, although 

not solely to its own nationals. It prohibits the employment of aliens (anyone who is not a British or 

Commonwealth citizen, a British protected person or a citizen of the Republic of Ireland) to Civil 

Service posts except if the person is a member of the European Economic Area (EEA).  

In summary, only nationals from the following countries (or associations of countries) are eligible 
for employment in the Civil Service: 6 
♦ UK nationals 
♦ The Republic of Ireland 
♦ The Commonwealth 
♦ EEA nationals with (or eligible for) settled status under the EUSS 
♦ Switzerland 
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♦ Relevant EEA or Turkish nationals working in or who have built up the right to work in the Civil 
Service.There are some countries (including those that have recently joined the EEA) whose 
citizens may need to satisfy further criteria in order to work for the Civil Service.  

All applicants selected for interview will be asked to provide original documentation that proves 
they meet this requirement. 

Criminal Convictions 
Due to our involvement in the judicial process the Scottish Courts and Tribunals Service is exempt 
from the Rehabilitation of Offenders Act 1974. This means that all convictions whether they be 
spent or unspent will be considered to determine your eligibility for appointment. 

Applicants that declare they have been charged but not convicted of an offence or issued with a 

fixed-penalty fine will not be automatically sifted out for that reason. When assessing applications 

that have declared a criminal conviction, fixed penalty fine, admonishment or offences heard by the 

children’s panel consideration will be given to the nature of the position, when the offence was 

together with the circumstances and background of the offence. Any conviction that brings an 

individual’s honesty, integrity or impartiality into question (which are core values of the SCTS and 

the Civil Service) are likely to be sifted out.  

 

Note: Admonishment is a disposal open to the court, but is not a sentence. It is essentially a formal 

reprimand, but it does mean the person has been convicted of the offence.  

 

All ‘minor’ driving offences (e.g. a speeding ticket) will not be considered, however those listed in 

Appendix A will be taken into consideration. Subsequent conviction of a pending offence is likely to 

result in any offer of employment being withdrawn 

 

Insolvency/Bankruptcy 
The civil service management code specifies in the Conduct: Standards of Propriety section (4.3.2) 

that departments and agencies must ensure that civil servants who are bankrupt or insolvent are 

not employed on duties which might permit the misappropriation of public funds. As such, if a 

candidate declares bankruptcy/insolvency on their application, consideration will be given to the 

nature of the role and whether they should be sifted out. 
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APPENDIX A 
Driving offences which would normally be sifted out: 

Accident offences 
These codes must stay on a driving license for 4 years from the date of the offence. 

CODE OFFENCE PENALTY 
POINTS 

AC10 Failing to stop after an accident 5 to 10 
AC20 Failing to give particulars or report an accident within 24 hours 5 to 10 
AC30 Undefined accident offences 4 to 9 

Disqualified driver 
These codes must stay on a driving license for 4 years from the date of the offence. 

BA10 Driving while disqualified by order of court 6 
BA30 Attempting to drive while disqualified by order of court 6 

Careless driving 
Codes CD40 to CD70 must stay on a driving license for 11 years from the date of the 

conviction. 
CD40 Causing death through careless driving when unfit through drink 3 to 11 
CD50 Causing death by careless driving when unfit through drugs 3 to 11 
CD60 Causing death by careless driving with alcohol level above the limit 3 to 11 

CD70 Causing death by careless driving then failing to supply a specimen for 
alcohol analysis 3 to 11 

Codes CD80 and CD90 must stay on a driving license for 4 years from the date of the 
conviction. 
CD80 Causing death by careless, or inconsiderate, driving 3 to 11 
CD90 Causing death by driving: unlicensed, disqualified or uninsured drivers 3 to 11 

Reckless/dangerous driving 
These codes must stay on a driving license for 4 years from the date of the conviction 

DD10 Causing serious injury by dangerous driving 3 to 11 
DD40 Dangerous driving 3 to 11 
DD60 Manslaughter or culpable homicide while driving a vehicle 3 to 11 
DD80 Causing death by dangerous driving 3 to 11 
DD90 Furious driving 3 to 9 

Drink or drugs 
Codes DR10 to DR61 must stay on a driving license for 11 years from the date of the 

conviction. 
DR10 Driving or attempting to drive with alcohol level above limit 3 to 11 
DR20 Driving or attempting to drive while unfit through drink 3 to 11 

DR30 Driving or attempting to drive then failing to supply a specimen for 
analysis 3 to 11 

DR31 
Driving or attempting to drive then refusing to give permission for 
analysis of a blood sample that was taken without consent due to 
incapacity 

3 to 11 

DR61 Refusing to give permission for analysis of a blood sample that was 10 
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taken without consent due to incapacity in circumstances other than 
driving or attempting to drive 

Codes DR40 to DR70 must stay on a driving license for 4 years from the date of the offence. 
DR40 In charge of a vehicle while alcohol level above limit 10 
DR50 In charge of a vehicle while unfit through drink 10 

DR60 Failure to provide a specimen for analysis in circumstances other 
than driving or attempting to drive 10 

DR70 Failing to provide specimen for breath test 4 
Code DR80 must stay on a driving license for 11 years from the date of the conviction 
DR80 Driving or attempting to drive when unfit through drugs 3 to 11 
Code DR90 must stay on a driving license for 4 years from the date of the offence. 
DR90 In charge of a vehicle when unfit through drugs 10 

Insurance offences 
Code IN10 must stay on a driving license for 4 years from the date of the offence. 

IN10 Using a vehicle uninsured against third party risks 6 to 8 
License offences 

These codes must stay on a driving license for 4 years from the date of the offence 
LC20 Driving otherwise than in accordance with a licence 3 to 6 

LC30 Driving after making a false declaration about fitness when applying 
for a licence 3 to 6 

LC40 Driving a vehicle having failed to notify a disability 3 to 6 

LC50 Driving after a licence has been revoked or refused on medical 
grounds 3 to 6 

Miscellaneous offences 
These codes must stay on a driving license for 4 years from the date of the offence. 

MS50 Motor racing on the highway 3 to 11 

MS60 Offences not covered by other codes (including offences relating to 
breach of requirements as to control of vehicle) 3 

MS80 Refusing to submit to an eyesight test 3 
MS90 Failure to give information as to identity of driver etc. 6 

Theft or unauthorised taking 
Code UT50 must stay on a driving license for 4 years from the date of the offence. 

UT50 Aggravated taking of a vehicle 3 to 11 
‘Mutual recognition’ codes 

An ‘MR’ code is issued if someone is disqualified while driving in Northern Ireland, Isle of Man 
or the Republic of Ireland. The disqualification period will also be valid in GB and will stay on 

their license for 4 years from the date of conviction. 

MR09 Reckless or dangerous driving (whether or not resulting in death, injury or serious 
risk) 

MR19 Wilful failure to carry out the obligation placed on driver after being involved in a road 
accident (hit or run) 

MR29 Driving a vehicle while under the influence of alcohol or other substance affecting or 
diminishing the mental and physical abilities of a driver 

MR49 Driving a vehicle whilst disqualified 
MR59 Other conduct constituting an offence for which a driving disqualification has been 
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imposed by the State of Offence 
Aiding, abetting, counselling or procuring offences 
For these offences, the codes are similar, but with the number 0 on the code changed to 2. 
For example, code LC20 (driving otherwise than in accordance with a license) becomes code 
LC22 on your license if you have helped someone to do this. 
Causing or permitting offences 
For these offences, the codes are similar, but with the number 0 on the code changed to 4. 
For example, LC20 (driving otherwise than in accordance with a license) becomes LC24 on 
your license if you’ve caused or permitted someone to do this. 
Inciting offences 
For these offences, the codes are similar, but with the number 0 on the code changed to 6. 
For example, DD40 (dangerous driving) becomes DD46 on your license if you’ve incited 
someone to do this. 
 

If you have any questions please email recruitment@scotcourts.gov.uk  

Online suitability test for entry level recruitment   

For our entry level positions (Support grade and Administration level) there are no minimum 
qualifications required. All applicants will however be required to pass our suitability test.  

Depending on the type of role you are applying for this will comprise of 3 of the following elements: 

 
SGB= Support grade positions e.g. Court Officer, Support Officer, Macer, Porter 
AA-AO= Administrative level positions e.g. Administrative Assistant, Administrative Officer 
 
For further information regarding our online suitability tests please refer to our Guidance for 

candidates taking our online suitability tests before you begin.  

If you pass the suitability test you will be able to apply for similar jobs for a period of 6 months, after 
which time the test will need to be retaken. If you do not pass the test you will not be able to apply 
for a similar post for the following 6 months, after which time you may apply again.  

The suitability test only applies to entry level jobs such as court support officers and administration 
roles).  

For non-entry level jobs specified qualifications may be required and this will be detailed in the 
Person Specification (Job Specific Skills and Knowledge). 

 

mailto:recruitment@scotcourts.gov.uk
http://www.scotcourts.gov.uk/docs/default-source/recruitment/guidance-for-candidates-taking-our-online-suitability-tests.doc?sfvrsn=0
http://www.scotcourts.gov.uk/docs/default-source/recruitment/guidance-for-candidates-taking-our-online-suitability-tests.doc?sfvrsn=0
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Guaranteed Interview Scheme 

As an equal opportunities employer the Scottish Courts and Tribunals Service actively encourages 
applications from people with disabilities. As a holder of the Employment Service’s disability 
symbol we are amongst other things, committed to interviewing all disabled applicants that meet 
the eligibility criteria detailed above and also demonstrate by providing evidence on their 
application form how they fully meet the minimum criteria for the job.  The minimum criteria are 
those essential criterion listed on the person specification for the job, including the essential values 
and behaviours. The minimum criteria will vary from job to job. 
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