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SMP has adopted the Baseline Personnel Security Standard as a requirement for screening partners, contractors and employees who work with government and publicly funded organisations in health, education, services, utilities and charities. 

The Baseline Standard aims to provide an appropriate level of assurance as to the trustworthiness, integrity and probable reliability of prospective suppliers to government and non-government organisations and is applied to all employees working on client contracts (e.g contractors and consultants) who require access to, or knowledge of, client and employee assets.

In addition to the Baseline Standard, we carry out background credit checks on individuals who are working on engagements that require such checks as a contractual commitment. Checks will only be carried out where the loss of such an engagement, through failure to carry out such checks, would have a significant financial impact. 
Credit checks are undertaken to cover Sheriff Court or County Court Judgements.
The Baseline standard

The Baseline standard comprises verification of four main elements:

1. Identity and qualifications
2. Employment history (past three years) and national insurance status
3. Nationality, Residency (5 years), Immigration and Work Status.
4. Unspent criminal record check, including driving offences 
Additionally individuals are required to give a reasonable account of any significant periods (3 months or more in the past 3 years) of time spent abroad. 

1)-IDENTITY

Identity will be verified by physically checking appropriate up to date documentation such as passport or driver licence with photo ID, utility bills, bank statements or others showing name and permanent address
During the check process individuals will be asked to provide the following:

· Confirmation of name, date of birth and address

· National Insurance Number record check 

· Full details of previous employers (name address and dates), over the past three years, for direct cv validation and absence record checks.

· Confirmation of claimed qualifications and health records
· Confirmation of permission to work in the UK and prior work abroad
The above information will be checked to ensure that there are no obvious gaps and that the information is consistent. National Insurance numbers will be verified and original passports and driving licences checked. 
In the exceptional circumstance where work begins prior to completion of the Baseline Standard, we will complete and document a risk assessment.

Only original documents will be used for identification purposes, copies will not be accepted. 
Individuals will be asked to provide the following:
· Passport or Birth Certificate and current UK driving licence
· Proof of qualifications, accreditations and workability permits
· Evidence of current address, employer references and unspent criminal records 
Copies will be taken and retained in a secure confidential place.

If one of the above items is not available alternative documentation is accepted at our discretion. 

In circumstances where verification of identity proves problematic this should be escalated to relevant stakeholders before contracted work begins. 
2) – EMPLOYMENT HISTORY
Individuals are required to provide the names, address, telephone number and e-mail address of a referee from their two most recent employers. 
Referees can be contacted by writing and telephone. If a reference is not received within two weeks of the initial request references will be followed up with a phone call.
If after four weeks we have not received a reference from either of the individual referees then the individual will be asked to provide details of another alternative referee.
3) – NATIONALITY AND IMMIGRATION STATUS
Individuals are required to provide either a UK or EU passport or a valid work permit issued by the relevant authority.

If none of the above is available a number of alternative items may be required. 
A copy will be taken of all a documentation supplied which will be placed in a secure confidential place. 
4) – CRIMINAL RECORD CHECKS FOR UK & ABROAD
We require basic Criminal Records Bureau (CRB) checks.  These are carried out by Disclosure Scotland and referred to as ‘Basic Disclosure’. 

Basic Disclosure contains details of convictions considered unspent under the Rehabilitation of Offenders Act 1974 or states that there are no such convictions.  
This type of Disclosure is issued to the applicant or their agent.  It is not job-specific or job related and may be used more than once.
Basic Disclosure is conducted separately and requires one of the following when completing the application Passport Number, Driving Licence Number or National Insurance Number. 
Disclosure Scotland will return the Basic Disclosure Certificate to the applicant or agent. The receiver must open (by law) the returned envelope.
The original Basic Disclosure must be passed to relevant parties to copy the certificate and return the original. A copy of the Basic Disclosure will be kept in the personnel file. 
Details of any unspent convictions will only be passed to the individual’s Director or line manager. 

Should an individual be convicted of an offence, the circumstances and the type of offence will be considered in relation to the circumstances of the particular job before a decision is made regarding work. If it is felt that the offence is not one which affects continuation of work, for example, it has no bearing on the type of work being carried out, then work may continue.
We may require individuals to update their Basic Disclosure from time to time and we will ensure that sufficient notification is given.  
Criminal checks for individuals who have lived abroad 

Where it is not possible to carry out meaningful checks in the UK because of a lack of UK residence, individuals will be asked to provide a reasonable account of any periods of greater than six months in the last three years during which they lived or worked abroad. 

We ask the individual to provide suitable references, for example, employment, academic or character, to support their explanation. 
For non-UK residents we can source criminal checks from the individual’s country of residence by taking advice from the Security Industry Authority (SIA). 
Where meaningful background checks cannot be carried out and sufficient assurances cannot be gained by other means, we may not be able to work with the individual. 
Source ref www.consult-smp.com

