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MOJ Process
· Employee declares criminal convictions CCP need to notify us and we wait for the MOJ to come back. If the employee is working for Genesis, they cannot even start until clearance has been given from the client. This needs to be run past Leith

· Employee doesn’t declare on their application form and MOJ comes back with convictions . Escalate immediately through to Leith and give back ground information. If they are working on Genesis, their employment is put on hold until clearance is given from the client or their employment is ended

· Only charges that are tolerable are DIC charges, Assignments are ended immediately for theft, fraud, violence etc.

· When you need to seek approval from the client. You need to say whether they declared on their application form and also attach a copy of the MOJ and email through to Edwin ng Edwin.Ng@genesisenergy.co.nz . Also letting them know if they are Inbound or Outbound and you are seeking approval to work on their campaign

· When MOJ’s come through make sure you save a copy in the directory (Q Drive>Accounts>MOJ’S>MOJ>Master Directory). If a Telnet employee, then make sure you print a copy to put in their file.

· Alpha MOJ’s need to be checked every 2 weeks, send an email to Natasha Fletcher at Alpha and request which ones you need.
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