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BS/858 SIA Pre-
Employment Screening
Application requires:

v’ 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

v
4 ICopies of all SIA Licences held / relevant documentation provided if on
etter

v

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

v'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.

v'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
uplgaglusing their phone or tablet device as long as full image, clear and
readable.

v'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
0

72-Hour Pre-Employment checks:

v" SIA Licence Check (on all valid licences
held)

v" ID Check (Sanctions)

v’ Credit Check

v’ 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

v

Full BS7858 Screening:

v’ 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

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



Create As

Client
Applicant Details
Title *
Forename *
Middle Initials
Surname *
Email *
Phone
Job Reference
Application Created By *

Employee start date

Day v | Month v | Year v

//}
)'/‘ :

Staffvetting
Portal — visit
Self Service to

add new
Applicant and
add details,
click Next




Default rules BS7858:2019 SIA with Pre-Employment v

Optional notes to candidate to guide them when completing their details

Please select the items that you require

Please choose the level of checks that you require
Please select all of the following mandatory requirements to ensure they are included on your screening application.

CalllD

CallReport (Direct)

Enter details now Email the applicant to complete _

Previous

Staffvetting Portal



Application statuses and their meaning

In Progress

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 Awaiting Approval Staffvettl N g
thing - Applicant has filled in their

form for ABM HR to check and PO rta I

approve. (NS) means they have not Awaiting Approval (NS)

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

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.

Assign Sub Status

— §4 Approve

- € UnSubmit

This will re-open the application to —
allow the Applicant to log back in, =4 Cancel
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.

Staffvetting
Portal



Incorrectly signed consent — Signed on paper, not Staffvetting form

Correct




Incorrectly sighed consent — Partial image — nee

show what Candidate is consenting to
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x Not accepted

271102021, 12:40

DECLARATIONS

1 confirm that the information I have provided in my online Screening application is truc and complete to the
best of my knowledge. T understand and agree that I will be subject to any or all of the checks listed:

address
cheok :nmmondmml.nd\echﬁmmdmzyd:uhmvmﬁmm Directorship check,
cademi check, l:heck, -year on history
mcludmgmypm gaps, Criminal check, character
Mmchxklmﬂmmw&nwyullmwmmmww
agencies, former employers, criminal justice ag referces for
relating to and verification of my or T authorize the Company or
its agents being com to make a ion search and ID check with a credit reference

agency, which will kecplmwrdofﬂ)ﬂlwnhmdmym&nmfwmmmw!ﬂ:mrauh

agencics. I further declare that any docmmmzlpmmeupoofufmy identity, proof of address, proof of
right to work and any other documents that I provide are genuine and acknowledge that any documents
may be reported to the appropriate authority.

DATA PROTECTION ACT 2018

‘The online Screening Form and any submi jude “personally i data”
and/or “sensitive personal data” udgﬁnedbyﬂ:eUKDmPrMonAaZOIS T hereby authorise
Staffvetting.com Limited (the Data Processor), an independent agent acting on behalf of my Sponsor or
Employer (the Data Controller), to process “mmyu Screening application and in any
documents for the purpose of veri itive personal data for the
pnrpﬂneqnﬁ.m:UKDnuhmonAamlsmdlheohmmgvfdnammd/mmmmbym
Regulation (EU) 2016/679 of the European Parliament and/or by applicable data protection legislation which is
relevant in that country. | understand and agree that, where my personal history requires background
ons to be carried out in countries where I i worked, in
education or residency history, my data may be sent to, and processed in, in those relevant countrics. I
understand and agree that Staffvetting.com Limited may discuss my application and any other correspondence o
communication I have with them with my Sponsor or Employer.

SCREENING

1 authorise i lellnitn , , i i ificatie d

to release i including my loyer. I authorise
Sm(fvmng.wmlopu-ﬁmnncr\malkmChmk(lllppmmm).hmvumdwpyﬂ!m\lluoﬁhe
e

checks at their registered address and

will take place if T h: ted an offer of Enq:lnyu'

unsatisfaciory checks o rofrences aroreceived e | h-vewoqmdnmlewlﬂl my&nploy-umy

Employer may terminate my offer 1 understand may
umm.namymrmnymlcpm ml.orponfwmmm omlbova 1 confirm that my

consent is explicit, fully informed and freely given for the purposes of any o all of the background verifications

stated above. Youh.lveﬂscngh(lnlwlyfoflequufymmfm-hmlnl h-v:lnymlewnm—

By signing this declaration, I agree that | have

application and that I understand that

m.hng-ﬁlnenhr-nhlhumulmm
pmdymuup-mw}%m :
SIGNATURE: .. ot

PRINT NAME: . ) QHN. . DN.TH

pate:... Q% [ 1Q[2

<) Correct

ds to



Correctly signed digital consent — Pen tool must be
used, and all pages must be uploaded including

audit log

staffvetting.com

BS57858:2019 with SIA Licence Consent

signing, printing and dating

moNS.
1 confiem that the ifaemation | have provided in my caline Screening sppication is true and complete 16 the best of my
kncwledge. | understand and agree that | will be subject to any or al of the checks sted: s check, international
<anctions list check, financial probiy check, D verifiation chack, Directorship check, highest acadernic quaMication checs,
A Licence check, 5-year pericds of unemplor:
g3, Coiminal background check, character teference check. | suthariae the Company Of Its agents being Staffvetting com
1 approach Government agercies, formmer emplayers, educationsl estabiahments, crmin justice agencies and fersonsl
referees for information relating to and verification of my employment or unemplayment rec
o its agents being Staffvetiing com to make 3 corsumes nformation search and ID check wt
that search and may
T3t sy documents that | peovite 3 praal of my identlty, proot f adsress, proa of ght to wo
et athat
1 may be a criminal offence Lo attempt - dth . ormission of 2
material fact cr deception will be cause fot immediate withirawal of any offer of employment

DATA PROTECTION ACT 2018
The online Screening Form and any submitted/attached documents may Include “personslly identifiable data” andjor

“sersitive personsl data” as defined by the UX Act 2018 1 hereby  xom Limited (the
data processor), an independent agent acting on behall of my Cmpioyer (the data controlier, 1o process information
s for . Thls

may include sersitive personal data for the purposes of the UX Diata Protection Act 2018 snd the oblaining of documents
andlfor Information covered by the Regulation (EU) 2016/678 of the Curopean Parkisment sad/or by applicsble dats
protection legslation which i felevant in that country, | understand and agree that, where my personal history recuires
Eachground verfications to be out in countries where | have resided and worked, In respect of mry employmen,

education or residency histary, ey Sata may be sent 10, and peocessed in, n those relevant countries.
SCREENING
suthorise Staffvetting com Limted to verity my acacs cations {and for educ

cing my current employer. | suthorise Stafivetting com 1o perform
ceive: and copy the results of the checks ot their reghtered address and
communicate the results with my Emgioyer, | urderstand that pre-employm

‘offer of employment with my Employer. | understand that if any unsa

Staffvetting com Limited Screening may contact me and my referees by telephans, email, ae post for the purposes set out

i that iy consentis explct, fully informed and reely given for the purpases of any oc all o the background
verification ‘abave. Dy signing below you agree to this process and confirm that you da not have a criminal record
subject 0 the current Rehabilitation of Offenders Act and any amendments. You have the right (o apply for a copy of your
information and to have any inaccuracies carnrected. By signing this declaration, | agree that | have provided complets and

5 & criminal offence.

gn to confirm you agree to the above processing terms

Signature:

SIGNATURE

Emai oré@atahvetting com

st e, Michelle Bestiord

Sep3,2021

T

Capynght © 2019 Seathettig com Limted o

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

BS7858 2019 with SIA Consent v2

Final Audit Report 2021-09-03
Created: 2021.09.03
ef. Jarosiew Szatkowski (Jorosiaw Statkowski@safvening com)
Stseus Signed
Transacin ID: CBUCHBCAABAAR TicCzAST4x3TKuiLEbormVWhmUSte_

"BS7858 2019 with SIA Consent v2" History

) Document created by Jaroslaw (Jaroslaw. g.com)

2021.08.03 - 11:58:39 AM GMT- IP address: 922 3680

[, Document emailed to Michelle Bestford (michelie bestford@staffvetting.com) for signature
2021.09.03 - 11:69:20 AM GMT

) Email viewed by Michefle Bestford (michelle bestord@stafivetting.com)
2021.09.08 - 1:02:24 P GMT- IP nddress: 80.1.26.131

% Document e-signed by Michelle Bestiord (michelie. bestiord@stafivetting .com)
Signature Date: 2021-09-03 - 1:03:69 PM GMT - Time Source: server- [P address: 80.1.26.131

@ Agreement completed.
2021.09-03 - 1:03:59 PM GMT

Adobe Sign

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.

e 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

Please ensure that you add full contact details and approximate start and en
career gaps such as unemployment, travelling, and career/maternity leave. Ple

career history for the past 5 years including all periods of employment, education and
must have supporting documentation for each period you list in your history

Information We Have So Far

Company Type From Date To Date Action

Various Employment 02 Oct 2017 03 Oct 2022 /‘ ﬁ

To complete this information, select to add or choose ¢ to edit from the Action operations to the right of the list above.

Any missing data is highlighted above

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

Company Type From Date To Date Action
Employer 1 Employment 02 Oct 2017 04 Apr 2018 ./‘ E:ﬁ
Career Gap 05 Apr2018 10 Aug 2020 /‘ ﬁﬂ
Employer 2 Employment 11 Aug 2020 04 Mar 2021 /\ ﬁ]_
Employer 3 Agency 05 Mar 2021 04 May 2021 e ﬁﬂ
Employer 4 Employment 05 May 2021 04 Jan 2022 Pl
Career Gap 05 Jan 2022 04 Apr 2022 rd ﬁj
Employer 5 Employment 05 Apr 2022 04 Oct 2022 ,/‘ ﬁ.ﬂ-

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.



Your National Insurance
record

MICHELLE BESTFORD

» Show your National Insurance number

You have:

* 22 years of full contributions
* 30years to contribute before 5 April 2052

You do not have any gaps in your record.

2022102023
2021t0 2022 Fullyear Hide details
You have contributions from
Paid empteymert:_
National Insurance credits: 52 weeks
These may have been added to your record if you were ill/disabled.
unemployed, caring for someone full-time or on jury service
2020to 2021
2019t0 2020 Fullyear View details
2018t0 2019 Fullyear View details
2017t0 2018 Fullyear View details
2016 t0 2017

2015 to 2016 Fullyear View details

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



HMRevenue CANDIDATE NAME
@ &Customs

PAYE Records — correctly printed

Income received to date

Taxable income from

EMPLOYER NAME <

Income Tax and National Insurance paid to DATE Can be accepted because it
EMPLOYER NAME has sent us this information. .
shows Candidate name,
Saringmorts T ot —— Employer name and month
\ AMOUNT AVDUNT AOUNT @ and year salary received or tax
AMOUNT AMOUNT AMOUNT o .
paid. Because this shows start

Date Taxable income Income Tax paid National Insurance paid

(£) (€) (£)

AMOUNT AMOUNT AMOUNT

ANOUNT AN = and end dates of employment,
End month and AMOUNT AMOUNT AMOUNT
ot — AMOUNT AMOUNT no further supporting
Using the figures supplied by your employer we estimate your annual taxable d O C U m e nt n e e d e d .

income from them will be EAMOUNT.

You can for this employer if it is wrong.

Using the figures supplied by your employer we estimate your annual taxable
income from them will be £AMOUNT.



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?

Disclaimer Staffvetting.com Limited has made every attempt to ensure the accuracy and reliability of the information contained in its publications, however, it is unable to provide any warranty, either
express or implied, concerning the accuracy or completeness of any such information. This publication may contain technical or other inaccuracies or typographical errors. From time to time
Staffvetting.com may make changes to the information contained in its publications: these changes will be incorporated in new editions of the publication without notice. Staffvetting.com Limited, its
employees and agents will not be responsible for any loss or damage incurred as a result of any use of or reliance upon the information and material contained in its publications.




Thank you

Disclaimer Staffvetting.com Limited has made every attempt to ensure the accuracy and reliability of the information contained in its publications, however, it is unable to provide any warranty, either
express or implied, concerning the accuracy or completeness of any such information. This publication may contain technical or other inaccuracies or typographical errors. From time to time
Staffvetting.com may make changes to the information contained in its publications: these changes will be incorporated in new editions of the publication without notice. Staffvetting.com Limited, its
employees and agents will not be responsible for any loss or damage incurred as a result of any use of or reliance upon the information and material contained in its publications.




