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 Objective: To detail the various stages and requirements to comprehensively completing the vetting process. 

* NVB – National Vetting Bureau

Applicant Affiliated Organisation HR/NVB*

Complete Vetting Invitation 
Form and Proof of Identity 

Form 

Validate Proof of Identity
(Complete and sign Verify 

Identity Form, review and scan 
copies of proof of identity)

Complete e-Vetting Form 
within 30 days

Initiate decision making committee

Review results. Is the NVB Disclosure 
(& FPC if required) free from criminal 

or specified disclosures?

HR Process application 
(transcribe applicant 

details to the E-vetting 
system)

NVB* emails e-Vetting application to the 
applicant

HR review application and submit to 
NVB*. (Keep an electronic copy of full 

application and save to R’Drive)

Has the applicant lived abroad and 

are they required to provide FPC

Disclosure notification from NVB 
(Keep an electronic copy of 

Disclosure and save to R’Drive)

No

Applicant must acquire 
appropriate (Foreign Police 

Clearance) FPC’s

Notify manager/initiator of Vetting 
Process results

(Draft e-mail with full details of 
applicants vetting status/requirements)

No

Yes

Yes

Yes

Open a file for each individual 
applicant on the H&S Safety 

Management System with full details 
of overseas countries resided in and 

status of overseas application. 

Yes

For overseas applicants, update file on 
the H&S Safety Management System 

(open/closed) and add date of receipt of 
overseas disclosures. 

Add completed applicant details to 
CORE for availability on Employee Self 

Service. 




