
Vetting Process for Staff Working in the Biological Services Facility (BSF) – 
Process A (Post being advertised on Jobtrain)

Hiring manager completes a Post & Contract Management (PCM) 
form.  Identifies need for screening on the form in Section F.  

Hiring manager also includes statement re screening in the advert 
and Further Particulars (FPs).  

PCM approved.  Hiring manager submits PCM & supporting 
documents to hrservices@manchester.ac.uk  

“Successful candidates may be subject to pre-employment 
screening carried out on our behalf by a third party. The offer of 

employment will be dependent on the successful candidate 
passing that screening. Whilst you will be required to provide 

express consent at a later stage, by continuing with your 
application now you acknowledge that you are aware that such 
screening will take place, and agree to take part in the process.”

Recruitment team check docs and refer back to line manager if 
suspect requirement has been missed.

“Dear colleague, I am writing to make you aware of the attached 
vacancy that may later require an Agenda screening referral.  

Please see the attached FPs  and if you have any queries please 
contact the hiring manager directly.  If an offer is made HR 

Services will contact you with the candidate details so that you 
may process the referral.” 

Recruitment inform Training & Licensing Officer that requirement 
has been flagged (attach FPs) but proceed with advertising.

Hiring manager conducts selection exercise and makes verbal offer 
to candidate subject to pre-employment checks.  

Hiring manager completes new appointment pro-forma (NAP form) 
and sends to hrservices@manchester.ac.uk including a request for 

Agenda screening.   

New Starters team refer request for screening to Training & 
Licensing Officer; issue offer subject to screening.   

“Dear colleague, the candidate below has been made an offer 
subject to screening.  I am writing to request you refer them to 
Agenda for a Basic-level screening:

· Name

· E-mail address

· Vacancy 
Please advise me when the screening is complete and clear so 
that I can confirm their appointment.  If you have any queries 
regarding the outcome of clearance, including whether an In-
depth level screening is required, please liaise direct with the 
hiring manager.”Training & Licensing Officer completes online referral for Basic 

screening.   

Candidate receives e-mail from Agenda, logs-in and completes 
details/provides consent.

Training & Licensing Officer receives outcome; liaises with hiring 
manager & candidate if further information/in-depth screening 

required.  Informs HR Services and hiring manager of final outcome.   

Not cleared – New Starters 
Team write to individual to 
confirm that offer has been 

withdrawn.

Cleared – New Starters Team 
write to confirm screening 
complete and appointment 

confirmed.

Hiring Manager HR Services
BSF Training & 

Licensing
CandidateKEY:

“Dear colleague, I am writing to confirm that following an 
Agenda screening referral this individual has been cleared to 
work within the BSF.  HR Services may now to proceed to confirm 
their appointment and a copy of this e-mail should be retained 
on their personnel file.” 

http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=10993


Vetting Process for Staff Working in the Biological Services Facility (BSF) – 
Process B (Post not being advertised)

Hiring manager completes a Post & Contract Management (PCM) 
form.  Identifies need for screening on the form in Section F.  PCM 

approved.  

Hiring manager completes new appointment pro-forma (NAP form) 
and sends together with PCM to hrservices@manchester.ac.uk 

including a request for Agenda screening.   

New Starters team refer request for screening to Training & 
Licensing Officer.   

“Dear colleague, I am writing to request you refer the below-
named employee to Agenda for a Basic-level screening:

· Name

· E-mail address

· Position 
Please advise me when the screening is complete and clear so 
that I can progress their appointment.  If you have any queries 
regarding the outcome of clearance, including whether an In-
depth level screening is required, please liaise direct with the 
hiring manager.”Training & Licensing Officer completes online referral for Basic 

screening.   

Employee receives e-mail from Agenda, logs-in and completes 
details/provides consent.

Training & Licensing Officer receives outcome; liaises with hiring 
manager & employee if further information/in-depth screening 

required.  Informs HR Services and hiring manager of final outcome.   

Not cleared – New Starters 
Team write to hiring manager 

to confirm appointment 
cannot proceed.

Cleared – New Starters Team 
write to confirm  

appointment.

Hiring Manager HR Services
BSF Training & 

Licensing
CandidateKEY:

Basic Screening includes: 

· ID confirmation
· Current Address Confirmation
· Animal Rights Connection Check (ARC)
· Sanctions and Politically Exposed Persons Check

Turnaround is estimated to be 2 working days from when candidates provide consent and all required details.  Cost of the check 
will be covered from BSF funds.

In-Depth Screening *will only be required if something is flagged as part of the basic check*  and includes: 

· Identity confirmation
· 5-year Address History Check
· 5-year Employment History Check
· Internet and Social Media Search
· Employment Gap Analysis
· Basic Criminal Record Check
· Sanctions Searches

Turnaround is estimated to be 8 working days from when candidates provide consent and all required details.  Cost of the check 
will be covered from BSF funds.

“Dear colleague, I am writing to confirm that following an 
Agenda screening referral this individual has been cleared to 
work within the BSF.  HR Services may now to proceed to confirm 
their appointment and a copy of this e-mail should be retained 
on their personnel file.” 

http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=10993
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