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BS7858 SIA Pre-
Employment Screening 
Application requires:

 Correctly signed consent
 Combination of 3 ID and address documents (must all be valid and 

different, e.g. Driving Licence cannot be used for both ID and address
 Copies of all SIA Licences held / relevant documentation provided if on 

letter
 Supporting evidence and full career history listed for all periods over 31 

days in the last 3 full years, including employment, education, self-
employment and career gaps.



Managers Checklist –
Preparing your Candidate at interview stage
Candidate must print off consent to hand-sign. If they cannot, advise them to 

contact the Staffvetting support team by email to info@staffvetting.com stating 
their application number to request digital consent.
Candidate must provide 3 documents - Valid proof of ID, valid proof of current 

address and one further document of either type that must be different. They can 
upload using their phone or tablet device as long as full image, clear and 
readable.
Candidate must provide full PAYE records for 3 years, OR two pieces of evidence, 

one from the start and one from the end of each period for 3 years.
Failure on any part of the above will extend completion of the pre-
employment check past 72 hours, which will prevent you from 
putting your Candidate on site.



BS7858 - Pre-Employment checks vs Full Screening

72-Hour Pre-Employment checks:

 SIA Licence Check (on all valid licences 
held)

 ID Check (Sanctions)
 Credit Check
 Verification of supporting evidence for 

start and end of every period over 31 
days of employment, unemployment, 
self-employment, benefits, education, 
or career gaps within the last 3 years

Full BS7858 Screening:

 Referencing to verify in writing start 
and end dates of every period over 31 
days of employment, unemployment, 
self-employment, benefits, education, 
or career gaps within the last 5 years

 Contacting Applicant to request 
further supporting evidence for any 
unverified periods or gaps once 
referencing stage is complete.



Staffvetting
Portal – visit 
Self Service to 
add new 
Applicant and 
add details, 
click Next



Staffvetting Portal

If you 



Application statuses and their meaning

Staffvetting
Portal

In Progress – this means the form is 
still with the Applicant to complete 
and upload their documents

Awaiting Approval / Awaiting 
Approval (NS) – mean the same 
thing - Applicant has filled in their 
form for ABM HR to check and 
approve.  (NS) means they have not 
clicked on the “Submit” button, 
however the system knows have 
uploaded their consent.

Once Applicants become Candidates on the portal, please wait to receive 
confirmation by email from ABM HR that the pre-employment checks are 
complete before you offer them a start date.



Un-submitting an application

Staffvetting
Portal

If you check a completed application 
and find that the Applicant has not 
completed this correctly or provided 
the right documents, you can select 
“UnSubmit” from the blue box menu 
next to their name.

This will re-open the application to 
allow the Applicant to log back in, 
amend any necessary details and re-
submit for checking and approval 
once again.  You will need to advise 
the Applicant to log back in to do 
this.



Incorrectly signed consent – Signed on paper, not Staffvetting form

Not accepted Correct



Incorrectly signed consent – Partial image – needs to 
show what Candidate is consenting to

Not accepted Correct



Correctly signed digital consent – Pen tool must be 
used, and all pages must be uploaded including 
audit log

Page 1 showing 
consent to checks 
and digital signature 
with pen tool

Page 2 or 3 showing 
audit log of 
agreement between 
Candidate and 
Staffvetting team



Career History Evidence

• PAYE records ideal evidence of employment – encourage Candidate to 
apply for these at interview stage.

• For Pre-Employment checks, ONE piece of evidence uploaded from the 
START and ONE piece of evidence from the END of any period over 31 
days.

• If PAYE records cover beginning and end on that period of employment, 
no other supporting evidence required at that stage.

• List full career history details, including full address and contact details 
for each Employer/Agency/Education establishment/Accountant (for 
self-employment).



Career History incorrectly submitted – Various only listed 
and supporting evidence for several periods uploaded

This cannot be accepted, because the Screening Team must be able to match all periods listed in the Candidate’s 
career history to their supporting documents.  Please advise your Candidate they must list out ALL periods over 
31 days on their application and upload the correct corresponding evidence to each period before submitting.



Career History – Several periods of employment 
and career gaps

For Employers 1-5, supporting evidence for each period must be uploaded, either PAYE Records or one 
document from start and one document from end of each employment period.

For Career gaps, supporting evidence for each period must be uploaded, depending on type of gap listed.  
E.g. for unemployment, emails showing job interviews or applications, bank statements showing no activity;
For travelling, copies of passport stamps, accommodation bookings, bank statements.  For full list of 
documents which can be accepted, please visit our website.



PAYE Records vs NI Records

Cannot be accepted 
because only shows NI 
contributions from each 
year, and not the 
employer name or month 
and year salary received 
or tax paid



PAYE Records – correctly printed 

Can be accepted because it 
shows Candidate name, 
Employer name and month 
and year salary received or tax 
paid.  Because this shows start 
and end dates of employment, 
no further supporting 
document needed.



Useful links:
https://staffvetting.com/acceptable-documents-bs7858-

bpss/
https://www.gov.uk/government/publications/the-official-hmrc-app/the-free-

hmrc-app
How to confirm your employment details using the HMRC app -

https://www.youtube.com/watch?v=JW9rksc5izk

https://staffvetting.com/wp-
content/uploads/2021/11/Guide-to-accessing-PAYE-records-

in-HMRC.pdf
https://staffvetting.com/support/bs7858support/



Any questions?
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Thank you
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