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Ministry of Justice (MoJ) Corporate Security has refined how we process applications for National Security
Vetting (NSV). All business areas shall be required to enrol/appoint a National Security Vetting Contact
(NSVC) to assist business areas progress and monitor those applications. It is expected that the new
process will result in quicker clearance for all applicants and reduce our costs.

Most applications for National Security Vetting clearance (CTC, SC & DV) come through recruitment
campaigns or are agency staff or contractors. Some business areas employ large number of NSV cleared
people and those clearances need to be managed and monitored, it is recognised that many personnel are
contractors and agency staff, often with clearances held elsewhere. The NSV Contact shall facilitate the
process and provide the business with a single point of contact for National Security Vetting and liaison with
the National Security Vetting Team (NSVT) who are part of MoJ Corporate Security and sit behind Shared
Services Connected Limited (SSCL).

All NSV Contacts shall be cleared to CTC level as a minimum and shall also be registered with MoJ
Corporate Security Branch. NSV Contacts scaling shall be commensurate with the size of their business
area, some may only require one and others may require more depending on how many NSV clearances
are in that business area and need processing and maintaining them, this is to provide continuity in the
event that the NSV Contact is on leave or absent.

The NSV Contact’s role can be assigned to any grade; however, the responsibilities require a
systematic/methodical approach and are ideally suited to roles with a similar demand for attention to
detail/validating and assessing information.

All NSV Contact’s shall be required to register with MoJ Corporate Security for their business area.

NSV Contacts who are not involved in a recruitment campaign are ONLY required to confirm if NSV is
relevant to the role and supply the NSV matrix code where applicable. It is the responsibility of the vacancy
manager to provide the details of the subject on appointment to enable the NSV Contact to update the
subject’s details to the NSV register.

NSV Contacts shall monitor the progress of all applications for an NSV clearance and shall maintain a
register of all active NSV personnel within their business area.

NSV Contacts shall be required to complete the Clearance Request Form (CRF) that confirms the level of
clearance required for that person using the National Security Vetting Matrix. The CRF is to be completed
for every NSV request sent to SSCL.

No application shall be processed at SSCL without a completed CRF from an NSV Contact in the business
area of the applicant, with the appropriate NSV matrix code.

An NSV Contact shall act as a single point of contact for their business area for SSCL and MoJ Corporate
Security to facilitate and hasten the NSV process.

If a NSV Contact is planning to leave, another NSV must be appointed, the NSV register must be handed
over and Corporate Security must be informed.



All directly employed and fixed term staff are security cleared to BPSS as a minimum by SSCL before
starting employment with the MoJ. Vacancy managers are to liaise with their NSV Contact to establish
whether a National Security Vetting clearance is required for that post.

The MoJ do not complete pre-employment checks for contractors/agency staff or arm length bodies. BPSS
checks are to be completed and confirmed prior to starting employment.

All contractors who work for the MoJ and require NSV must pass through the SSCL gateway to register their
details. It is the responsibility for the line manager to obtain a copy of the relevant documentation and
confirm that full BPSS checks have been completed for all applications prior to requesting a NSV matrix
code from the NSV Contact.

Some of our service providers undertake their own pre-employment screening checks routinely before an
applicant starts as part of their contract with MoJ and therefore BPSS can be assumed for the following
providers:

CAPITA
BROOK STREET

If a contractor does not come through either of these routes the line manager/vacancy manager will need to
make further checks.

It is mandatory that MoJ Contractor and Agency workers pass BPSS checks if they require NSV. Before
sponsoring them the line manager/vacancy manager is required to confirm that full BPSS checks have
already been completed by their employer/agency before NSV will be initiated.

BPSS checks include for Directly Employed and Fixed Term Staff;

Right to Work in the UK

ID, Address and DOB

Employment History

Disclosure Scotland

Counter-signatory

Pension Questionnaire

Medical Questionnaire

PNC check (is only requested when NSV is required)

BPSS checks include for Contractors and Agency Staff;

Right to Work in the UK
ID, Address and DOB
Employment History (checks completed by Capita or Brook Street)



Disclosure Scotland (checks completed by Capita or Brook Street)
PNC check (is only requested by SSCL when NSV is required)

There are 3 levels of National Security Clearance —

Counter Terrorist Check (CTC)
Security Clearance (SC)
Developed Vetting (DV)

These are mandatory for certain job roles and locations throughout the MOJ.

Counter Terrorist Check (CTC) is typically required when a building or site is considered to be at serious
risk of a terrorist attack, also where information, possibly not protectively marked, is held which may be of
use to terrorists. All CTC checks are included when SC and DV checks are completed.

Security Check (SC) is typically required when regular access to Secret or occasional access to Top Secret
is involved or the post gives access to areas or systems which if disrupted could potentially cause great harm.

Developed Vetting (DV) is required only when long-term, frequent and uncontrolled access to Top Secret
or to equivalent operations is involved.

NSV is a digital process and completed on line. NSVS is a National Security computer system that is
managed by United Kingdom Security Vetting (UKSV).

If an applicant has a criminal record this will be judged on its own merit. The important factor is that the
applicant is completely open and honest about any criminal history, they should include details of any spent
convictions and police cautions in their security questionnaire. Any attempt to hide information could be
taken as evidence of unreliability/dishonesty and may affect our ability to offer the clearance requested.

To qualify for NSV the applicant must have resided in the UK, prior to submitting an NSV application —

CTC — 3 years
SC -5 years
DV — 10 years

If not, then they DO NOT meet the residency criteria to qualify for National Security Vetting.
MoJ will only consider processing new NSV applications for those with unlimited leave to remain in the UK.

For subjects who are already in post and requesting a renewal of their NSV, if they have Limited Right to
remain to live in the UK and it expires within the next 12 months, an application cannot be submitted until it
has been renewed. If they have Discretionary Leave to remain in the UK, this will need to be referred to MoJ
Corporate Security.

In some circumstances a NSV clearance can be transferred or verified & shared) between other
Government Departments (OGD’s) and List X Companies**.

National Security Vetting clearances are not automatically transferred from other government departments
to the MoJ when a person starts. If the new role within the MoJ does not attract NSV and/or the need for
clearance was not stipulated on the advertised vacancy, then the transfer of NSV will not be considered.



If an applicant is transferring/joining the MoJ on a permanent basis and NSV is required then their existing
clearance will be requested to be transferred over to the MoJ through their local NSV Contact using a CRF
form.

If they are a contractor who works on other government contracts or their contact is for less than 12 months
their NSV will only be verified and shared with the original sponsor, where by the original sponsor will still
hold the clearance but the MoJ will ‘share’ the clearance for the duration of their contact. The NSV Contact
will complete and authorise the Clearance Request Form (CRF). Not all departments/companies will transfer
or verify clearance - it is not mandatory only optional as per the departments/companies own policies. If
NSV cannot be transferred or verified a new application for clearance will have to be completed.

Existing clearances can only be transferred or verified if the applicant/contractor/agency worker/ALB can
confirm the following —

More than 12 months remains on their existing clearance
Clearance must have been used within the last 12 months
There cannot be more than a 6 month gap in government service since clearance has been issued.

They must not have resided overseas for more than 6 months during a 12 month period since clearance
was issued.

No more than 12 months has elapsed since they have left the organisation for which the clearance was
originally granted or subsequently transferred to and joining the one applying for latest transfer.

The clearance cannot be transferred if there are any changes in personal circumstances since the
application for the security clearance was issued. For example: marrying, remarrying, entering into a civil
partnership or setting up a stable unmarried relationship which includes living with someone as a couple.
If a change of personal circumstances (CPC) questionnaire has already been completed and has been
satisfactorily processed, the transfer can proceed. Otherwise, it may be possible for the transfer process
to be paused while a CPC is being completed.

If the answer is NO to any of the above questions then a new application will be required as their existing
clearance is no longer valid.

**A List X Company is a company who has been approved to work on Government contracts, there isn’t a
definitive list as companies are confirmed as site specific and not by Company. All companies are to be
confirmed by the MoD at Abby Wood in Bristol.

A DBS Check is a Criminal Record Check which has replaced the CRB check. Depending on the level of
clearance required there is a Standard Disclosure or an Enhanced Disclosure.

Existing certificates can be used if they have been issued within the last 12 months to the correct level of
clearance required i.e. Standard or Enhanced and was issued to the applicants/contractors/agency worker
or ALB’s current home address.

Alternatively if the applicant/contractors/agency worker or ALB has signed up to the DBS Update Service,
their clearance can be confirmed online.



List A and List B (below) are documents that are accepted to confirm Right to Work. Please select the RTW
document that you are able to provide from the dropdown in question 2.10 of the Directly Employed Vetting
Questionnaire.
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List A
Acceptable documents to establish a continuous statutory excuse

A passport showing the holder, or a person named in the passport as the child of the holder is a
British Citizen or a citizen of the UK and Colonies having the right to abode in the UK.

A passport or national identity card showing the holder, or a person names in the passport as the
child of the holder, is a national of a European Economic Area country or Switzerland.

A registration Certificate or Document Certifying Permanent Residence issued by the Home Office to
a national of a national of a European Economic Area country or Switzerland.

A Permanent Residence Card issued by the Home Office to the family member of a national a
European Economic Area country or Switzerland.

A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office
to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time
limit on their stay in the UK.

A current passport endorsed to show that the holder is exempt from immigration control, is allowed to
stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

A current Immigration Status Document issued by the Home Office to the holder with an
endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time
limit on their stay in the UK, together with an official document giving the person’s permanent
National Insurance number and their name issued by a Government agency or a previous employer.

A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the
holder’s parents or adoptive parents, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a
previous employer.

A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with
an official document giving the person’s permanent National Insurance number and their name
issued by a Government agency or a previous employer.

A certificate of registration or naturalisation as a British citizen, together with an official document
giving the person’s permanent National Insurance number and their name issued by a Government
agency or a previous employer.

List B

Group 1 — Documents where a time-limited statutory excuse lasts until the expiry date of leave

1

A current passport endorsed to show that the holder is allowed to stay in the UK and is currently
allowed to do the type of work in question.

A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home
Office to the holder which indicates that the named person can currently stay in the UK and is
allowed to do the work in question.

A current Residence Card (including an Accession Residence Card or a Derivative Residence
Card) issued by the Home Office to a non-European Economic Area national who is a family
member of a national of a European Economic Area country or Switzerland or who has a derivative
right of residence.

A current Immigration Status Document containing a photograph issued by the Home Office to the



holder with a valid endorsement indicating that the named person may stay in the UK, and is
allowed to do the type of work in question, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a
previous employer.

Group 2 — Documents where a time-limited statutory excuse lasts for 6 months

1 | A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the
Immigration (European Economic Area) Regulations 2006, to a family member of a national of a
European Economic Area country or Switzerland stating that the holder is permitted to take
employment which is less than 6 months old together with a Positive Verification Notice from
the Home Office Employer Checking Service.

2 | An Application Registration Card issued by the Home Office stating that the holder is permitted to
take the employment in question, together with a Positive Verification Notice from the Home
Office Employer Checking Service.

3 | A Positive Verification Notice issued by the Home Office Employer Checking Service to the
employer or prospective employer, which indicates that the named person may stay in the UK and
is permitted to do the work in question.

The MoJ National Security Vetting Matrix is classified OFFICIAL — SENSITIVE lIts handling arrangement is
not to be duplicated, copied or forwarded to any other person. It must be maintained by the NSV Contact
and should not in any circumstances be shared. Only authorised NSV Contacts are permitted to keep and
maintain the use of the matrix.

All NSV Contacts shall receive the MoJ National Security Vetting Matrix, this matrix is used to assist the
NSV Contact to determine the correct level of clearance required depending on the aspects of the work a
person does. If the matrix does not contain the aspect of a person’s role, they may apply to MoJ Corporate
Security for the role to be added. A business case will be required setting out clear detail of the work that is
being undertaken and the justification of the need for a National Security clearance. MoJ Corporate Security
will evaluate the request, give approval, issue a code and update the matrix.

SSCL will not process any applications that require NSV without authorisation from a NSV Contact using the
NSV Matrix authorisation code.

The NSV Contact shall complete and maintain the NSV tracker. The aim of the tracker is to enable the NSV
Contact to keep track of applications. Once an application is received and processed at SSCL, there may be
more actions for the applicant to complete and the NSV Contact can check, chase and progress this with the
applicant.

The tracker has two tabs to help NSV Contacts manage their work flow.

The [pending clearance] tab is to record and track applications that are in progress

The [active] tab is to keep a live register of everyone in the business area who has a NSV clearance.

The NSV tracker is subject to audit by MoJ Corporate Security and must be made available on request.
When an applicant is successful via a campaign that you have not been involved in, it is the Vacancy

Manager’s responsibility to confirm details of the new employee/contractor, to enable you to update the NSV
tracker with details of their level of clearance, issue and expiry dates.
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