A,)/LRs

AXLR8 BS 7858 Vetting System

This document is an overview of the features of this module which integrates with AXLR8 staffing

systems.
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1 Vetting reports and filters

Getting started

On filling out the application form to join your company, the applicants will
provide data and certain statements about their employment history, identity and
qualifications to work for you in the security industry. Search:

They may be promoted by you to your staff bank and (at your discretion and Home

L .. . . . . New Company
within the three month limit) worked during their vetting period. New Individual
Groups
Telesales

You can get to this list by clicking the Vetting menu item on your left hand menu. Mailling Manager
This will launch the BS7858:2006 system shown below. L

Calendar
Jobs

Deals
Events
Staff Details
Staff Search
Vetting}
‘Admin Menu
Logout

By default, the vetting system will list all your “pending” staff who are not yet vetted. This will be
your working list. It may be that you will start to collect the data at a mass interview and vetting
morning or afternoon event, for example. Over the following weeks other information such as
written references from previous employers will come in.

Reports | Details

Filters &

Last Name: Vetting status | All.. [=

Date: |Promoted [=] From: To:

7Date gt Name > NI Number 7" Post Coder-Proof Of Address v~ Identity confirmed 5 Year history - References ~~1st Approval

© 31/12/2011A " © "97614C E13 9BS X x X A x
& 31/12/20114 L o] 28A  UBS 3PH x X X X X
© 31/12/2011 £6 1la x x x X x
& 31/12/2011 A Q 66 C TN11 OHB X X X x X
& 31/12/2011 A V> 0918 X X X < xX
@ 31/12/2011A: VD) /e U SWBA4RJ X X X X X
& 31/12/2011 A2 E 28 A W2S5HB X X X X X
& 06/07/2012 Abbas NW9OLP X X X x X
© 31/12/2011 Abbdv Q) 0GB E1148x x X x X x
 31/12/2011 Abby e o (38 uB10 8SS x x x x x
& 31/12/2011 Abd S 5 88 AE7 9LX X X X X X
@ 31/12/2011 Abde! g8 45 ()D KT4 8DF X X X x X
& 06/07/20 [0 NW8 8NY X X ~< X X
& 31/12/2011 AF o E 9RN X X X X x
© 31/12/201 s_zu x x x X x
& 31/12/2011 g © 4 6BW X x X X A
& 31/12/2011 ¢ F 7UD X X X X X
© 31/12/2011Ab g ,-a' T ONG X X X X X
@ 31/12/2 o SE  78B) X X X X X
© 3112/ - T bw x X x x X
& 31/12/2011 [a Q 3DZ X X X X X
© 31127 AD r 4A S S5NU X X X x X
©31/1° U11Abd i 6 ‘39 BT QY x x x x x
@ 3112, 11 & >‘ E x x % x %
© 31/12/201  “du! T e X X X X X
(& 06/07/2012 A nan 0C  tw X X X X x
& 31/12/2011 Abd a. S TW4 6iNA X X X X X
(& 26/04/2012 AL esiir 5 1B 6HQ X X X X A

A red cross means not done, a green tick means completed. There is also an overall status for each
staff member.
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The green tick in the screenshot below indicates this staff member is fully vetted but a red cross
would suggest that the vetting had not completed successfully in the allotted time. An orange
symbol indicates “vetting in progress” but still within the three month deadline.

Contact
Title: ~] nitials:[R House Name: |Oakdale
First Name: Rick
Last Name: Marengo Street: [Lower Wokingham Road
Date of Birth: Sex: V tt'
etting
Job Title: County:

w1 Status
Work Number: Pt ——

Post Code: RG4S 6BX

Facsimile: Phone Number:
E-Mail: rick.marengo@axir8.com Facsimile:
Mobile: Web Address:
Membership: New Undo
Prev. Lastname: G 7 e 1

Salutation:

Label Name:
Status: | Not Set
Job Application Status: | Not Set

&

Save changes

[F] primary Delivery Contact
[T] Primary Invoice Contact

Send Letter Email Merge Memo Private Memo
Employment Details Profile

Search by vetting status

This allows you to pick, say, all staff still in progress and look through them to see what needs to be
expedited.

Reports Details

Filters &

Last Name: Vetting status |All..

Date: |Promoted [=] From: Complete
In Progress
Failed

DOt T B ™ T ROESr ™ Pnsrma—-' Proof Of Address - Identity confirmed -+ 5 Year history  ~ References - 1st Approval

Search by various dates

For example you could search for all not changed for a fortnight or all who had their first approval
last week.

Reports | Details

Filters &

Last Name: Vetting status | All.. =

Date: Promoted From: To:
Promoted

Last Changed
* DafFirst Approval |

NINumber " Post Code ~ Proof Of Address ~ Identity confirmed ~ 5 Year history ~ References ~ 1st Approval
~  Isecond Approval . v - . . -

Search for an individual
In the example below, we have searched by last name.

Reports | Details

Filters &

Last Name: Vetting status Complete [v]

Date: |Promoted [=] From: To:

© Date - - Staff Name - NI Number - Post Code - - Proof Of Address - - Identity 5 Year history - - - 1st Approval -
© 31/12/2011 Rick Marengo RG45 6BX € © [ ©
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2 Vetting process
Every member of staff must have:

e Two high quality proofs of ID
e Three proofs of address
e Employment continuity evidence for five years

e Two references

As these are collected, they
are recorded (together with

Reports | Details

Rick Marengo % 5

. Status -]
the progress of chasing the  iocecwssr  siasson  wstupsste 0270372012 5y Administeator
documentation in the case  proofof address 3 Accepted
Document Verified
of references and R Prootof address's
. % Proof of address 2
employment proof) on this
Identity documents 3 Accepted
form. Fr— Verlfied
2 ID Document 1
% ID Document 2
- ID Document 3
5 Year history 3 Accepted
- From To Name Employer Verified
- 01/01/2011 31/10/2011 Fred Turner Fred's Security Firm
Comments Code ReqSent  Reply Rcv
=
- 02/11/2010 24/12/2010 n/a
Comments Code ReqSent  Reply Rcv
3
- 01/01/2007 31/10/2010 Bill Smith Bill's Security
Comments Code Req Sent Reply Rcv
=)
- 01/01/2004 31/12/2006 AT SCHOOL
Comments Code ReqSent  Reply Rcv
°
Character reference £d Accepted
-+ Name Relationship verified
« Fred Rick's Boss
Comments Code Req Sent Reply Rcv
3
= Father Murphy Rick's priest
Comments Code Req Sent Reply Rcv
=3

Audit trail

BS7858 Approval

First Approval

Not Approved

Comments

last changed by Administrator on 27/11/2011
Second Approval [7] last changed by Len Enistat
last changed by Administrator  on 17/11/2011

on 12/12/2011

All vetting activities are date stamped as you can see in the above screenshot

Once all the documentation is in order, there must be a first and second approver. The date of all
approvals (or rejection) is recorded as are all the other activities. It is therefore possible to have
people arrive for an interview with their passport and copy it, sign it as a true likeness of the person

and

(a) scan in the signed copy for the electronic records

Contact AXLR8 on 01344 776500 or sales@axIr8.com
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This procedure can be repeated for any picture ID or for things like copies of original utility bills for
Proof of Address.

(b) file the signed paper copy
(c) hand the original passport back to its owner.

3 Staffrecords

With the BS7858 Vetting module, your AXLR8 system will also have extra functionality in the staff
details section.

Overall vetting status
As mentioned, this is shown on the Staff Details main tab

Contact
Title: ~] nitials:[R House Name: [Oakdale
First Name: Rick
Last Name:|Marengo Street: [Lower Wokingham Road
Date of Birth: Sex: V tt'
etting
Job Title: County:
e — o | Status
Work Number: Post Code: RG45 6BX
Facsimile: Phone Number:
E:Mail: rick.marengo@axr8.com Facsimile:
Mobile: Web Address:
New Undo
Prev. Lastname: Source: [Incoming phonecall
salutation: |
Label Name: Applied:
Status: | Not Set [~]
Job Application Status:| Not Set E Vetting: @
[T] primary Delivery Contact Save changes
[F] Primary Invoice Contact
Lookups
Send Letter Email Merge Memo Private Memo
Employment Details profile

Some of the files you hold will be images of the person (either taken at or checked during the
interview). They may have been uploaded by the applicant using your AXLR8 online application
form. These may be reused for ID cards at events, recognising staff on large teams who are
previously unfamiliar to their team leaders or for sending to clients. It ensures the person you are
vetting is indeed the person you have on the system!

These may be reused for [msoeer
ID cards at events,
recognising staff on large
teams who are previously
unfamiliar to their team
leaders or for sending to [T comeoesuromss, siec s sut muse o sk o
clients. It ensures the =
person you are vetting is
indeed the person you ]
have on the system! I ——
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All files

All the files attached to a staff member are viewable in the next screen shot for an easy overview.
They may have been uploaded by the staff member from the online application form and added to
on the staff portal later. Some will have been uploaded by internal administration managers.
However, the screens that follow show specific files attached for specific parts of the vetting process
which have probably been added following manual checks by your internal administration staff.

Files
Files for
Rick Marengo
[LAttach new Fies |
D Name Type Date Added
4740 001 small.ipg Not Set 30/05/2012 12:43
3559 logo.ipg (1 Group B ID Doc 1 27/11/2011 21:59
3558 or d d .ipg Group A ID Doc 2 27/11/2011 21:58
3465 Creek.ipg Group B ID Doc 1 17/11/2011 14:34
3464 Autumn Leaves.ipq (2) Group A ID Doc 1 17/11/2011 14:34
3434 Autumn Leaves.ipq (1) Proof of Address 1 14/11/2011 17:17
3433 Autumn Leaves.ipg Not Set 14/11/2011 17:16
3410 1RHINO Proof of Address 1 11/11/2011 11:44
3409 RHINO? (2) Proof of Address 1 11/11/2011 11:41
3408 RHINOS (1 Proof of Address 1 11/11/2011 10:21
3407 2RHINO Not Set 11/11/2011 10:17
3406 RHINO Not Set 11/11/2011 10:16
3405 Rici’s placd Proof of Address 2 11/11/2011 10:15
3399 RICK Staff Photo 10/11/2011 20:02
3392 PASSPORT (1) Group A ID Doc 1 10/11/2011 15:03
3391 UTILITY BILL Not Set 10/11/2011 14:58
3383 logo.ipg Not Set 07/11/2011 15:13
3376 demoima.ipg Staff Images 04/11/2011 11:18
3304 spookycat_small.ipg Not Set 27/10/2011 09:07
900 what davlight savings time feels like.ipg Not Set 19/03/2010 08:41
Refresh

References

Field staff may not add or change these documents — only internal administrators who have been
granted the authority.

History  References Education Emergency Contacts
References
Rick Marengo

Relationship Name Address Telephone
Rick's priest Father Murphy St Joe's 08-555-8 Documents
Rick's Boss Fred 23 Acasia Ave 525456 Documents

As with Employment History, the activities of internal administration managers following up to
obtain the references and check them are date stamped and form an audit trail.

Character reference £3 Accepted
~ Name Relationship Verified
~ Fred Rick's Boss

Comments Code Req Sent Reply Rcv

~ Father Murphy Rick's priest

Comments Code Req Sent Reply Rcv
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Employment history

Field staff may not add or change these documents — only internal administrators who have been
granted the authority.

You will have seen how these relate to the screenshot in the vetting process section above.

History  References Education Emergency Contacts
Employment History
Rick Marengo
Name Company Address Telephone Business Nature Position Held Details Start Date  End Date
’ Not Set AT SCHOOL Not Set  Not Set Not Set STUDENT Not Set 01/01/2004 31/12/2006 Documents
Bill Smith  Bill's Security Bill House 997979 Sec Door Manager Not Set 01/01/2007 31/10/2010 Documents
- n/a Not Set  Not Set Not Set Tourist Travelling - checked passport and tickets 02/11/2010 24/12/2010 Documents
Fred T Fred's S ity Fi Fred's HQ 010101 Si d Not Set 01/01/2011 31/10/2011 D« ts

| red Turner Fred's Security Firm Fred’'s HQ eee Sec guart ot Sef /01/. /10/. ocumen’

Here is the audit trail showing the collection of the documents from witnesses/ previous managers
to substantiate this applicant’s employment history.

5 Year history B

Accepted
~ From To Name Employer Verified
- 01/01/2011 31/10/2011 Fred Turner Fred's Security Firm

Comments Code Req Sent Reply Rcv
&
 02/11/2010 24/12/2010 n/a
Comments Code Reg Sent Reply Rov
&
- 01/01/2007 31/10/2010 Bill Smith Bill's Security
Comments Code Req Sent Reply Rcv
B
- 01/01/2004 31/12/2006 AT SCHOOL
Comments Code Req Sent Reply Rcv
Qualifications

Field staff may not add or change these documents — only internal administrators who have been
granted the authority.

[ Contoct Map | queificoters | Notes Bookings Images Fles AvalableBvems Payol
Qualifications
Mr Rick Marengo
[(New )
Qualification
(Edit] NVQ Level 2 Or Equivalent In Training

Edit,] SIA (D)-Door Supervisor
["Edit | Please do not use this Qualification

Certificates.
Not Set

Status
Not Set

College / University
Not Set

Examination Board
Not Set

Start Date
Not Set

End Date

NotSet  Documents

Not Set PASS Not Set Not Set Not Set NotSet  Documents

Not Set NotSet Circus School Circus 01/01/2008 31/12/2009  Documents
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Field staff may not add or change these documents — only internal administrators who have been

granted the authority. As with the other documents, a staff member may upload them but only an
authorised Administration manager may add them to the specific qualifications records.

History  References

Education History
Rick Marengo

Education = Emergency Contacts
Qualification O- Levels
University Hecantspell University
Certificates lost
Marks 100's
Start Date 01/02/2012
End Date 02/02/2012

Contact AXLR8 on 01344 776500 or sales@axIr8.com

[ New ][ Hide Details
Qualification University Certificates Marks Start Date
0- Levels Hecantspell University lost 100's  01/02/2012

End Date
02/02/2012
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