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[bookmark: _Toc216612816]Personnel due diligence for AML/CTF compliance officer 
Use this form to conduct personnel due diligence on and appoint, an anti-money laundering and counter-terrorism financing (AML/CTF) compliance officer. Follow the instructions in each section and attach all supporting evidence to this form.
[bookmark: _Toc216612817][bookmark: _Toc213308736][bookmark: _Toc213749812]Step 1: Candidate information
Complete the following fields.
	Candidate name:
	

	Position:
	AML/CTF compliance officer

	Date of PDD:
	


[bookmark: _Toc216612818]Step 2: Check existing licence and registration
Check whether the candidate is a licenced real estate agent. If the candidate is not a licenced real estate agent, you can skip this step. You must complete a national criminal history check, even if the person is licensed. 
	Required information
	Description/process notes
	Attached
	Verified by (initials)
	Date verified

	Real estate licence
	Collect a copy of their real estate licence and verify it using the relevant state or territory online licence register.
	☐	
	

	National criminal history check
	Complete a national criminal history check through an approved provider.
Ensure the results are from within the last 6 months.
	☐	
	


Step 3: Collect and verify additional information  
Skip this step if you have completed step 2 and you have no reasonable doubts about their integrity, identity competence and independence to perform the role.
[bookmark: _Hlk219710712]Otherwise, you must complete any processes below that you require to be reasonably satisfied of the person's integrity, competence and independence to perform the role.
Attach all evidence to this form (except the photo identification, which you can record key details of) before moving to the next section.
	[bookmark: _Hlk217379335]Required information
	Description/process notes
	Attached
	Verified by (initials)
	Date verified

	Identification 
	Follow the Identify personnel process
Record in Photo identification details table below.
	☐
	
	

	National criminal history check
	Complete a national criminal history check through an approved provider.
Ensure the results are from within the last 6 months.
	☐	
	

	Adverse media search results
	Follow the Adverse media check process
	☐	
	

	Reference of employment check
	
	☐	
	

	Other (specify):
	
	☐
	
	

	Written commitment from governing body 
	Confirm the governing body has provided a signed statement that:
the AML/CTF compliance officer has sufficient independence and authority
they can report compliance issues without interference
they have access to necessary resources
they’re empowered to address non-compliance.
	☐	
	

	Statutory declaration
	Follow the Statutory declaration process. 
	☐	
	

	Bankruptcy register search
	Conduct a bankruptcy register search using the Australian Financial Security Authority register.
	☐	
	


Photo identification details
	Legal name:
	

	Any other known names:
	

	Date of birth:
	

	Residential address:
	

	Type of document:
	

	Expiry date:
	

	Unique identifier:
	


List any other documents you reviewed below.
	Record details here:



[bookmark: _Toc216612820][bookmark: _Toc216612819]Step 4: Assess eligibility 
The candidate must meet all below criteria to be eligible for appointment as an AML/CTF compliance officer. Record your findings and any supporting information for each question. 
	Question
	Process/instruction
	Outcome
	Supporting information

	Are they a resident of Australia?
	The person will be an ordinary resident of Australia if there is a degree of permanence to their residence in Australia. For example, if an address is included in a driver’s licence.
	☐   Yes
☐   No
	

	Do they hold a management-level position?
	This is usually a senior personnel member (licensee-in-charge or equivalent) 
	☐   Yes
☐   No
	

	Do they have sufficient authority, independence and access to the necessary resources and information?
	Check the written commitment from the governing body (if any).

	☐   Yes
☐   No
	


Describe reasoning for any eligibility finding below.
	Record details here:






Step 5: Fit and proper assessment
Assess the candidate’s suitability under the ‘fit and proper’ criteria. 
If the person is a licenced real estate agent, you have carried out a national criminal history check and you have no reasonable doubts about their integrity or identity, you can: 
assess the person’s suitability based on their capability, criminal history and any conflicts of interest  
mark all other factors as suitable. 
	Assessment area
	Process/instruction
	Outcome
	Supporting information

	Capability
	An AML/CTF compliance officer doesn’t need to be an AML/CTF expert, but they must have the ability to:
understand the business’ ML/TF risks
apply AML/CTF policies and procedures
use training and support material effectively 
consider the candidate’s past performance, references and training capacity.
	☐   Suitable
☐   Not suitable
	

	Honesty, integrity and character
	Assess based on any statutory declaration, references and your professional experience with the candidate. The person should be honest, reliable and act ethically.
	☐   Suitable
☐   Not suitable
	

	Conflicts of interest
	Assess based on any statutory declaration, references and your professional experience with the candidate. The person should not have a conflict of interest that will materially affect their ability in the role or should have sufficient controls in place to help them manage any conflict of interest.
	☐   Suitable
☐   Not suitable
	

	Criminal history
	Review the national criminal history check and whether the person was convicted of a serious offence. Determine if any convictions affect their ability to perform AML/CTF duties.
	☐   Suitable
☐   Not suitable
	

	Adverse findings
	Assess based on any statutory declaration, references and open source searches.
Consider if they have been the subject of civil, criminal, regulatory or disciplinary action that resulted in findings against their capability to manage a business or complete other professional activity.
Determine whether adverse findings affect their ability to perform duties. 
	☐   Suitable
☐   Not suitable
	

	Financial soundness
	Review the bankruptcy register search. If the person is an undischarged bankrupt or under a personal insolvency agreement, assess whether this affects their ability to perform duties.
	☐   Suitable
☐   Not suitable
	


If any outcome is NOT SUITABLE, explain the findings and reasoning below.
	Record details here:



Step 6: If also appointed as governing body or senior manager, assess eligibility
The candidate must also meet all below criteria to be eligible for appointment as a governing body or senior manager. Record your findings and any supporting information for each question.
	Assessment area
	Supporting information
	Outcome

	Governing body – Do they have primary responsibility for governance and executive level decisions?
	For example, the person is your business owner.
	☐   Yes
☐   No

	Senior manager – Can they make or influence decisions affecting the whole or a substantial part of your business?
	For example, the person is your licensee in charge.
	☐   Yes
☐   No


[bookmark: _Toc216612822]Step 7: Record the overall assessment and decision
Record the final decision, including rationale. 
	Decision:
	☐   Suitable
☐   Not suitable
If you are not suitable to fill this role, take appropriate steps as outlined under section 6 of your personnel due diligence policy.

	Rationale for decision:
	

	Assessed by (name and position):
	

	Date of assessment:
	

	Approved by (governing body representative):
	


[bookmark: _Toc216612823]Step 8: Notify AUSTRAC
[bookmark: _Toc213308741][bookmark: _Toc213749817][bookmark: _Toc216612824]You must notify AUSTRAC via AUSTRAC Online within 14 days of appointing an AML/CTF compliance officer. Record your submission information below. 
	Name of designated AML/CTF compliance officer
	Date appointed
	Date AUSTRAC notified
	Name of person submitting notification
	Notes (optional)

	
	
	
	
	


Step 9: Ongoing due diligence
Record any ongoing checks or reviews conducted after appointment, such as annual reviews or triggered reassessments. If an issue occurs, note escalation details in the action taken column. 
	Review date
	Reason for review
	Key findings
	Action taken
	Reviewed by

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc213308742][bookmark: _Toc213749818][bookmark: _Toc216612825]Step 10: Record keeping
Save this completed form and all supporting evidence in your compliance records folder. Keep all records for at least 7 years from the date created.
Checklist:
☐   All supporting evidence attached 
☐   Records saved to compliance folder 
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	The program starter kits are intended to be used as a complete package and have been designed for use by reporting entities who satisfy certain suitability criteria. Before using these kits, reporting entities need to consider the suitability criteria and the information on the Getting Started webpage.
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