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Job Description 
	A  Post Details

	Job Title:  Vetting Supervisor
	Grade: B001

	Department: Professional Standards Department
	Division: Select Division

	Reports to:  Force Vetting Manager

	Contract Type: Select Contract Type

	Level of Vetting:Management Vetting
	Numbers in Post: One


	B  Purpose of the Post

	
· To ensure that Vetting is conducted on all applicants to the British Transport Police, including police officers, staff, volunteers, and contractors in line with the Vetting Code of Practice and the new APP for Vetting. 
· To ensure that Vetting is conducted on all applicants to outside Forces or agencies subject to charges by the British Transport Police, including police officers, staff, volunteers and contractors in line with the Vetting Code of Practice and the APP for Vetting. 
· To supervise a team of 18 vetting officers and 2 vetting support officers, providing cover for the Force Vetting Manager in their absence, making decisions on vetting clearance and ensuring the timeliness of dealing with vetting appeals. 
· To assist the Force Vetting Manager in implementing and extending the Force’s Vetting Strategy with the aim of ensuring the highest levels of integrity and security within BTP. 
· To ensure the integrity of the force is maintained by rigorous adherence to Management Vetting and Development Vetting and ensuring the force complies with the NPCC National Vetting Policy.


	C  Dimensions of the Post


	Financial – Direct/ Non-Direct
· Indirect staff costs.
· Caseload management for external customers subject to charges imposed by BTP.
· Managing fast track higher cost priority vetting as required. 
· Managing National Security Vetting, ensuring we only obtain clearance when required. 

Staff Responsibilities – Direct/ Non-Direct
· First line management of a team of 18 vetting officers and 2 vetting support officers. 
· Acting as a liaison point for recruitment and problem solving for all hiring managers up to and including the Chief Officer Group as the direct point of contact 

Any Other Statistical Data
· On a weekly, monthly and quarterly basis produce management information for the Force Vetting Manager for wider force circulation as well as undertake research activity to include the production of statistical data relating to case management and appeal cases.
· In 2021 the vetting dept processed circa 2300 cases, in 2022 this number will increase to approx. 3500 as vetting will be required for an additional circa 500 applicants for the Railway Safety Accreditation Scheme  and custom from external Forces 
· This does not take into consideration external contractors that require re-vetting or the fresh student officer intakes.
· [bookmark: _Hlk115777860]Provision of breakdown of vetting rejections to Home Office Police Forces to enable a database to be maintained focusing on addressing disproportionality within recruitment.
· Working Force-wide to ensure any blocks are identified and dealt with to maintain a timely effective vetting process 
· Maintaining the ISO 9001 systems and processes and retaining accreditation. 

	D  Principal Accountabilities

	
· To maintain a working knowledge and practical understanding of the College of Policing Vetting Code of Practice and APP for Vetting to ensure consistent and accurate decision making. 
· To supervise the vetting team and ensure that vetting is conducted against applicants for posts within or working with the BTP and it meets the necessary high standards of integrity expected by the force.
· To supervise the vetting team and ensure that vetting is conducted against applicants for posts within external Forces or agencies who are customers of BTP, and it meets the necessary high standards of integrity expected by the customer.
· To supervise and undertake detailed enquiries regarding the private and professional life, financial affairs, employment history and associations of staff and potential appointees to posts requiring enhanced vetting. To undertake precursor checks for Development Vetting.
· To assess and interpret criminal intelligence and financial information (relating to applicants/family members), presenting the findings in a methodical way with attention to detail.
· To liaise with departments within BTP and outside organisations to develop information and intelligence on applicants that may have an impact on their vetting.
· To assess all roles within BTP and recommend levels of vetting for those occupying sensitive police and police staff posts
· To maintain the Designated Post list which is part of the Force Vetting Policy and a requirement within the APP for Vetting.
· To conduct interviews in a sensitive manner with applicants, referees, former and current employers and friends as required, in order to compile an accurate report on the suitability of an applicant for a sensitive post.
· To identify, investigate and assess any matter that arises that is a potential threat to the security and integrity of BTP.
· To liaise with Government departments regarding National Security enquiries and quality control information submitted to them, in respect of National Security matters received from applicants requiring enhanced vetting.
· To produce intelligence reports for Professional Standards Department Intelligence Unit on any matters relating to the applicant’s suitability for employment which may be a potential threat to the security and integrity of BTP.
· Assist the Force Vetting Manager in advising, developing and updating the Force Vetting Policy.
· To give advice to BTP management and individual applicants on levels of vetting required, the mechanics of the vetting process and the completion of the relevant forms.
· To liaise with the HR Business Centre and give advice as and when requested regarding vetting matters.
· To attend Force Recruit Assessment Centres in conjunction with the Recruitment Team to provide advice and information to new applicants to the Force on all vetting matters.
· To provide cover for the Force Vetting Manager in his/her absence.
· Attend meetings on behalf of the Force Vetting Manager ensuring that BTP are represented at both National and Force level.
· To train/mentor new vetting officers and be responsible for the ongoing training and development of the vetting officers and to ensure work is prioritised according to demands/force priorities.
· To present a professional image in order to give confidence to persons being vetted that all vetting matters will be dealt with in a confidential, sensitive and fair way and also to give confidence to other members of BTP that their security is being enhanced as a result of this process.
· To oversee and implement the ISO9001 Quality Management System accreditation processes including updating of working protocol documents, conducting internal audits with the assistance of an independent external auditor and to provide training and guidance to new vetting officers on the accreditation scheme.



	E  Decision Making


	Making Decisions
· Providing sound rationales for refusal of vetting, considering the APP for Vetting and force risk profiles.
· Assigning the clearance level of each role within the force, assessing the level of access to each role allows to BTP assets and assessing the risk. 
· Decision maker on vetting clearances, including those for external customers.
· Prepare detailed rationale on appeals against vetting failure and where required attend employment tribunals to outline decision making 

Significant say in decisions
·  Decisions with regards to vetting failures received from the Vetting Officers. (Both internal and for external customers).  


	F  Contact with Others 


	Internal
· BTP personnel at all ranks up to and including COG level, BTP Authority staff and P&C colleagues (i.e. recruitment).
External
· External applicants – members of public, contractors, volunteers etc and those aligned to the Railway Safety Accreditation Scheme.
· Vetting Teams from all Home Office and Non-Home Office Forces/ Agencies/Vetting Teams from all Home Office and Non-Home Office Forces/ Agencies including UKSV.
· Force Vetting Database supplier (WPC Core-vet).
· Vetting points of contact for customers seeking to use BTPVU services.
· National Contractor Vetting Scheme


	G  Essential Criteria 


	

	Qualifications and Training: 


	· Educated to at least A Level (or equivalent) preferably with a business administration related bias or substantial evidence of management and business process experience.
· Working knowledge of the APP for Vetting 2021, Vetting Code of Practice and the Code of Ethics.


	Experience:


	
· Experience in analysing information and making balanced decisions in a high risk, fast-paced environment.
· Experience in leading a large team, encouraging high performance and accuracy, and highlighting low performance. Following internal performance management processes where low performance is highlighted. 
· Experience of analysing/interpreting data for performance reporting purposes.
· Experience in interrogating systems and processes, recognising where improvements can be made to increase efficiency and successful implementing those improvements.
· Experience of multi-skilling and prioritising workloads to meet deadlines/targets. 
· Experience in exercising diplomacy, tact and discretion in managing sensitive, personal and confidential matters.
· Experience and confidence in using different computer systems with the ability to interrogate computer databases and effectively present all results/findings (preferably Core-vet) 
· Experience in interviewing techniques and proven investigative experience.


	Skills:


	· Possess excellent communication and interpersonal skills with the ability to influence and negotiate with all people at all levels, both internally and externally, in a positive and professional manner 
· Skilled and confident in providing excellent customer service and effective conflict management in a challenging environment demonstrating a consistent approach with a proven record of delivering results
· Strong relationship management and team working skills with the ability to establish immediate rapport utilising integrity and approachability
· Self-motivated with the ability to remain calm and composed under pressure and provide leadership and sound advice in challenging situations. 
· High attention to detail including the ability to sift through large amounts of data utilising analytical skills to grasp key points, able to analyse, interpret and comment on internal and external reports and data 
· Interpersonal skills for presentations, enquiries and complaint handling
· Analytical skills for research and cultural awareness
· Ability to act discreetly and maintain confidentiality at all times.
· Ability to use and maintain our Quality Management System as accredited by ISO9001
· Leadership experience in managing a large, diverse team 
· Ability to interrogate systems and processes to make improvements
· Ability to interview officers and staff over vetting issues including ethics standards and honesty




	Knowledge:


	· Full working knowledge of Data Protection (GDPR) and Freedom of Information legislative requirements, Government Security Classification Policy and Management of Police Information (MOPI).
· Knowledge and practical understanding of the College of Policing Vetting Code of Practice and APP for Vetting.
· Knowledge of legislation, regulations, Policies, Procedures and good practices concerning vetting.
· Ability to act discreetly and maintain confidentiality at all times.


	Desirable criteria: 
  

	· Preferably the job holder will have a working knowledge of the current police systems such as Gatekeeper, Corevet, Centurion, PNC, PND and Niche among others.
· Experience of working for a police force or in a policing environment
· Awareness of the Authorised Professional Practice for Vetting with an understanding of vetting levels and criteria
· Previous research experience
· Previous research in PNC or PND or prepared to undertake training in these areas
· Report writing skills
· Experience in financial profiling and intelligence analysis 

	H  Additional Information


	· Vetted to Management Vetting Level
· Able to work from home despite being office based

	For Panel to complete only:
Panel Approval: Policy  & Reward 
Date:13/09/2022


Email the Job Evaluation submission form together with supporting documentation (organisational charts, job descriptions) to People & Culture Policy & Reward inbox
You will be advised of a panel date following receipt of the submission
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