
SQA Data Management Procedures for Centres (example, updated Aug 16)
Timeline Ongoing

Pre-enrolment and delivery

Enter dates or week numbers below

Key:

Blue denotes tasks by office/data management staff
Green denotes tasks by delivery staff (assessors, IVs)
Purple denotes tasks by SQA

Enrol candidates:
Gather personal data from 

candidate, including home address, 
with signed data exchange 

Does the 
candidate knows 

their SCN?

Allocate SCN to 
candidate on 

Connect

Input candidate's personal 
details to  your system and 

register with SQA on Connect

Look up candidate  on Connect 
and update their personal details 

if required

Check if SCN  previously
allocated to candidate

Candidate 
has SCN

Candidate does 
not have SCN

Assessor agrees
optional unit entries 
with the candidate

Assessor submits entries to office on 
entry form, with estimated

completion dates

Input optional unit  entries  onto 
centre's  system and submit to SQA 

via Connect

Assessor results  
candidates  and 

IV signs off

Assessor /IV
submits results to office on results 

forms (by unit or when GA 

Input results to centre's  system 
and submit to SQA via Connect

Completion date 
passed, candidate 
not resulted

Extend completion 
date on Connect if 
candidate has an 

Withdraw candidate  
from units and group 
award via Connect if 

not continuing

Candidate certificated by 
SQA

Candidate certificated by 
SQA for any units 

achieved

Check approval status and 
lapsing/finish dates of optional units 

Agree group 
award with 
candidate

Check approval status and 
lapsing/finish dates of group award 

and mandatory units

Yes No

Input group award and 
mandatory unit  entries  onto 
centre's  system and submit to 

SQA via Connect

Update candidate's 
personal data as 

required

Check for any 
candidates beyond 

completion  date and 
update data to SQA via

Reinstate candidates' home 
addresses, if these have been 
changed to centre address for 

receipt of certificates
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