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[bookmark: _Toc216612808]Personnel due diligence form
This form records all checks, assessment and approval for personnel due diligence (PDD). Follow the instructions in each section carefully and complete all required fields.
[bookmark: _Toc213308729][bookmark: _Toc213749805][bookmark: _Toc216612809]Step 1: Personnel information
Complete the following fields and select the reason(s) you’re conducting PDD. This helps determine which checks are needed.
	Person being assessed:
	

	Position:
	

	Date of PDD:
	

	Purpose of PDD:
	☐   New personnel in AML/CTF-related role
☐   Internal promotion or transfer to AML/CTF-related role
☐   Change in circumstances affecting suitability 
☐   Concern about a person’s conduct, suitability or competence in the role


[bookmark: _Toc213308730][bookmark: _Toc213749806][bookmark: _Toc216612810]Step 2: Check existing licensing registration
Check whether the candidate is a licenced real estate agent. If you know the candidate is not a licenced real estate agent, you can skip this step. 
	Required information
	Description/process notes
	Attached
	Verified by (name)
	Date verified

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


	☐	
	Click or tap to enter a date.

Step 3: Collect and verify additional information (as required)
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.
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 include key details of) before moving onto the next section. 
	[bookmark: _Hlk217379335]Required information
	Description/process notes
	Attached
	Verified by (initials)
	Date verified

	Statutory declaration
	Follow the Statutory declaration process
	☐
	
	

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

	Adverse media search results
	Follow the Adverse media check process
	☐	
	

	Reference of employment check
	
	☐	
	

	Other (specify):
	
	☐
	
	


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:



Step 4: Assess eligibility (governing body or senior manager)
The person must also meet all below criteria to be eligible for appointment as a governing body or senior manager. Record your findings and any notes for each question.
If the person is not taking a governing body or senior manager role, you can skip this step. 
	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


Step 5: Assess suitability
Review all documents and information. Record findings for each area. If any issues are identified, explain them clearly.
	Assessment area
	Supporting information
	Outcome

	Integrity (honesty, character, conflicts of interest)
	
	☐   Suitable
☐   Not suitable

	Competence (skills, experience, knowledge)
	
	☐   Suitable
☐   Not suitable

	Adverse findings (if any)
	
	☐   Suitable
☐   Not suitable


If there are adverse findings, and you still consider the person suitable, explain the rationale for your decision.
	Record details here:



[bookmark: _Toc213308732][bookmark: _Toc213749808][bookmark: _Toc216612813]Step 6: Record the 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/position):
	

	Date of assessment:
	


[bookmark: _Toc213308733][bookmark: _Toc213749809][bookmark: _Toc216612814]Step 7: Ongoing due diligence
Record outcomes of triggered reviews and any action taken. 
	Review date
	Reason for review
	Key findings
	Action taken
	Reviewed by

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc213308734][bookmark: _Toc213749810][bookmark: _Toc216612815]Step 8: 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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