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MBDA SECURITY CLEARANCE 
PROCESS



Step 1 – Complete First Advantage application form including digital ID and Right to Work Check via Yoti ensuring you share your Yoti results with First Advantage. 
Upload all required documents at the end of the First Advantage application form to avoid any delays. 
This will include evidence of your nationality(ies), including naturalisation, relinquishment of nationality(ies), name change documents and evidence of your employment such as work contract, payslips, P60s etc. 

If you are Employed in the UK, please follow the below process below to download a HMRC Income Tax & Employment History (PAYE) and upload with your First Advantage application:

Accessing your Tax history via the HMRC Website

· Sign in to your HMRC Personal Tax Account using your Government Gateway user ID and password. If you do not have an account, you can create one on the same page (you will need your National Insurance number and a form of identity like a UK passport or payslip for verification).
· From your account dashboard, select the "Pay as You Earn (PAYE)" section.
· Choose the option to "View and print Income Tax and employment history".
· To save the information, click the "Print this page" button at the top of the page. This will allow you to save the document as a PDF file.

Accessing your Tax History via the HMRC App

· Download and open the official HMRC app from your app store.
· Sign in with your Government Gateway details.
· Tap the "Pay as You Earn (PAYE)" section on the money screen.
· Select "Other tax years or employment history" to see your history.
· Select Your Income Tax and Employment History (at the bottom of the page)
· At the bottom of the page use the "Download Income Tax history (PDF)" function to save and share your details from your mobile device. 

If you Self-employed in the UK, please follow the below process below to download a Tax Year Overview for the last 3 years and upload with your First Advantage application:

Accessing your Tax Year Overview via the HMRC Website

· Sign in to your HMRC online account: Go to the HMRC online services page and sign in using your Government Gateway user ID and password.
· Select the "Self-Assessment" option. If you are only registered for Self-Assessment, you may be automatically directed to this page.
· Follow the link that says "View account" 
· Choose the "Tax years" link, and then select the specific tax year you require from the drop-down menu and click "Go".
· On the next page, click the link titled "Print your tax year overview".
· Save as PDF: Use your browser's print options to "Save as PDF" to store a digital copy of the document on your local drive. This can be repeated for any other years you require. 

Step 2 – Look out for any emails from First Advantage or MBDA Vetting Officer requesting further information or documents.

Step 3 – When BPSS clearance has been completed your recruitment advisor or MBDA Sponsor will be notified and they will contact you to discuss if a start date can be agreed or if you are required to hold National Security Vetting (NSV) before you can carry out your role. 

Step 4 – If National Security Vetting (NSV) is required a MBDA Vetting Officer will contact you to advise and provide information on how to complete the UKSV application form. Please submit the application form as soon as possible - https://www.gov.uk/government/publications/dbs-national-security-vetting-solution-guidance-for-subjects/uksv-national-security-vetting-solutions-hints-and-tips-for-completing-your-e-form-application

Step 5 – When National Security Vetting (NSV) has been granted you will be notified via a Security Clearance Notification when you have started your role or your recruitment advisor or MBDA Sponsor will inform you and arrange a start date.
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