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Baseline Personnel Security Form

The following data will be used as the basis upon which The Knowledge Practice will verify your identity and perform any further checks related to Security.  Please complete this form accurately and fully.
1) Your Details:

a) Surname (now):___________________

b) Title: ___________________

c) Surname (birth): ___________________

d) Sex: Male/Female

e) Any Other Surname(s) used: ___________________

f) Explanation of Different Surnames (e.g. marriage, deed poll etc): ___________________

g) Full Forenames: ___________________

h) Date of Birth: dd/mm/yyyy

i) Town of Birth: ___________________

ii) County/Region: ___________________

i) Country: ___________________

j) Nationality: ___________________

k) NI number (UK only): ___________________

l) If non UK National, date of taking up permanent residence in UK: ___________________

m) Full permanent address: Since: dd/mm/yyyy
i) Number/Name: ___________________

ii) Street: ___________________

iii) District: ___________________
iv) Town: ___________________

v) County/Region: ___________________

vi) Postcode: ___________________

vii) Country:  ___________________

n) Have you within the last 5 years (Yes/No):
i) Lived at any other addresses in the UK? If yes please provide address details. ______________
​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________________
ii) Lived outside the UK for more than 12 months at a time? If yes please provide details. ________

​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________________
2) Your Contact Details:

a) Home Telephone: ___________________

b) Work Telephone: ___________________

c) Mobile: ___________________

d) Email Address:___________________

3) Your Marital Status:

a) Please state marital status: Married/Single/Divorced/Widowed/Co-Habiting

b) Name of partner if married or co-habiting: ________________________________
4) Financial History:

a) Ever been declared bankrupt: Yes/No

b) Been the subject of an adverse County Court judgement on a financial matter: Yes/No

c) Ever defaulted on a loan: Yes/No

d) Been party to a voluntary agreement registered with a County Court: Yes/No

e) Had repossession proceedings commenced against you: Yes/No

f) If you answered yes to any of the above please provide details: _____________________________
​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________________
5) Criminal convictions and related matters:

a) Have you ever been:

i) convicted or found guilty by a Court (including juvenile courts) of ANY offence in ANY country (excluding parking and speeding, but including all other motoring offences even where a spot fine has been administered by the police)?: Yes/No

ii) on probation, or received a formal caution, or been absolutely/conditionally discharged, or accepted a fiscal fine from the Procurator Fiscal in Scotland, or been bound over after being charged with any offence, or is there any action pending against you?: Yes/No

iii) convicted by a Court Martial, or sentenced to detention or dismissal or fined while serving in the armed forces of the UK or any Commonwealth or foreign country?: Yes/No

b) If you answered Yes, to any of the above, please give full details, (including dates) below:
​​​​​​​​​​​_______________________________________________________________________________________
6) Documents:

a) Please provide TKP with the following documents:

i) Evidence of identification, for example: birth certificate, passport, driving licence, identity card

ii) Curriculum Vitae 

iii) Utility bills from current address

iv) Reference of previous two employees or clients.

7) Declaration:

I declare that I have read and understood the statement of TKP’s policy on vetting.

I declare that the information I have given is true and complete to the best of my knowledge and belief, and I understand that any false statement or deliberate omission in the information I have given in this questionnaire may disqualify me for engagement with TKP or any of it’s clients.

Important: Data Protection Act (1998). This questionnaire asks you to supply “personal” and “sensitive personal” data as defined by the Data Protection Act 1998. You will be supplying this data to The Knowledge Practice where it will be processed exclusively for the purpose of security vetting, save that, in the highly unlikely event that data supplied by you discloses or suggests that:

· a criminal offence has occurred or is likely to occur or,

· personnel may be at risk of danger e.g. because of serious mental illness,

then TKP may pass on that information alone to the appropriate person(s). Subject to this, TKP will protect the information which you provide and will ensure that it is not passed to anyone who is not authorised to see it.

By signing the declaration on this page, you are explicitly consenting for the data you provide in this questionnaire to be processed in the manner described above. If you have any concerns – about any of the questions we ask, or what we will do with the information you provide, which are not answered by the guidance notes – please contact the person who issued this form for further information.

Note: Please review the form BEFORE SIGNING to ensure that all questions have been fully answered. When completed, this form must be returned to The Knowledge Practice, IP City Centre, 1 Bath St, Ipswich. IP2 8SD
Signed: ___________________

Date: dd/mm/yyyy
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