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Non-Police Personnel Vetting – Level 2 (Abbreviated)
Part 2 – Personal Information

Guidance Notes on Completing the Vetting Form

Police Scotland is committed to the maintenance of the highest levels of honesty and integrity and to the prevention of corrupt, dishonest, unethical or unprofessional behaviour.  Vetting is carried out on all people who seek to be work on behalf of Police Scotland, whether as contractors, partners or volunteers.  This is to ensure the reputation of the Service is maintained and its assets safeguarded.

Any potential infringement of an individual’s right to respect for private and family life,

home and correspondence – European Convention on Human Rights (ECHR) – Article 8, and discrimination on any grounds – ECHR Article 14, will only be that which is necessary and proportionate.  The legitimate aims of such action will include the protection of the rights and freedoms of others, safeguarding public safety, the prevention of disorder, crime, and, in some cases, national security.

The vetting form and information gained from it will be held securely and will only be

accessed by those with a legitimate reason to do so.  The decision on whether or not to progress your application will be based on this information and will be made by taking into account the circumstances and any other relevant information.

Please note, all the questions on the form are to be answered, ensuring all relevant boxes are ticked as appropriate.  If you are unable to answer a question as the information is unknown to you, is unobtainable or is not relevant, please enter on the form N / K (not known) or N / A (not applicable). 

It is important that the vetting form is completed fully and correctly; failure to do so may result in your application being rejected.

	1A.  Personal Details

	The information you provide in relation to this section should be self-explanatory.  
In the ‘First Name(s)’ section, include all middle names and a ‘known as’ name if applicable.  For example, Robert ‘known as’ Rob, Robbie, Bob, Bobby or Bert; or middle name used, for example Robert David Smith ‘known as’ David.

In the ‘All Previous Names’ section include your name at birth, all changes through marriage, civil partnership, deed poll, gender re-assignment, choice, adoption, fostering and maiden names if applicable.

Checks will be carried out using the name of the candidate and all previous names.  Candidates are obliged to provide this information.  It is recognised that these security checks will seek information that may lead to the identification of transgender status.  This information will remain confidential and the disclosure of this information will be restricted to those members of staff involved in the vetting process who will be required to honour that confidentiality as per section 22 of the Gender Recognition Act (2004).


	Provide all previous addresses during the past 5 years including any temporary addresses 
and addresses abroad apart from short term holidays.
Please note that you must have resided in the UK for at least 3 years.  This 3 year period is calculated from the date of your application and is not any other 3 year period.

If your current partner / spouse stayed with you at any of your previous addresses, mark the box Yes, No or N / A as appropriate in the ‘current partner also resided at this address’ column.

Please include any telephone numbers and indicate a preferred number in case we need to contact you by phone.

Please include any email addresses and indicate a preferred email in case we need to contact you by email.

Provide your full National Insurance number.




	1B.  Police, Military or Government Service

	If you have been a member of a police force before or have served with HM Forces please enter the details in this section. 

Please note that checks will be made with the appropriate force or military authority in the vetting process. 

If you have served in any other nation’s military give details here.

Give details of any other government service you may have had. 


	1C.  Have you previously applied to work on behalf of a police force and been unsuccessful?

	Tell us if you have previously been refused permission to work for Police Scotland or any other force.  Outline why you were unsuccessful.


	1D.  Have you previously been the subject of a vetting procedure?

	Tell us if you have been previously vetted by any other organisation.


	2A. – 2D.  Family / Domestic Circumstances

	Spouse / Civil Partner / Partner is defined as a member of a couple consisting of two people, whether of the same or opposite sex, who are married, civil partners or partners.  It should include any long term partner whether you are residing with them or not. 

‘Long term’ is defined as a relationship of 6 months or more whether you reside together or not. 

Tell us when the relationship with your current partner started.

Include any previous partners from the last 5 years.  Please indicate the ‘from-to’ dates of this relationship.


	Remember to include previous names / maiden names of all others on your form.
Include any children, step children or other dependants.

Include any adopted brothers / sisters or children.

If any other person resides with you, such as a flatmate, tenant, landlord etc, please give their details.

If you are unsure of or do not know certain details of family members etc. please indicate this in the appropriate box by entering ‘N / K’.  If you know only approximate dates etc. then simply state ‘approximate’ next to your response.

Please complete all relevant fields.  Vetting cannot be approved if the form is not completed by you. 

If you need to, please use the continuation sheet at the bottom of the form.


	3.  Adverse Information – You and Your Family, Friends or Associates

	3A.  Personal Character

	Those who work with the force may be vulnerable to pressure from criminals and others to disclose information or otherwise compromise themselves.  Because of this a number of checks are undertaken on all people who have access to Police Scotland information, assets or property.

Convictions, warnings or other adverse information will not in every case prevent appointment. The decision will depend on the nature and circumstances of the matter in question. 

In order to ascertain your suitability a wide range of police systems will be checked.

In addition, the following must be declared:

Whether you are currently under investigation by the police or other enforcement body or have any court appearances pending in relation to any criminal allegations.  This would include any case where you have been cautioned and charged but are still awaiting a date for your court appearance.

Any involvement with the military authorities on disciplinary matters (whether involving court martial or not).

Any misconduct or disciplinary matters if you have previously served in a police force.

If you need to, please use the continuation sheet at the bottom of the form.

Failure to accurately and honestly complete this section may lead to vetting being refused.


	3B.  Contact

	We will search for any criminal convictions, warnings or cautions recorded against any person connected to you through family or relationships as outlined in the vetting application.  This will also include anyone not related to you who lives with you.  With the exception of you, all other people listed on this form are known as third parties.

Third party convictions etc will not automatically exclude you but a judgement will be made based on all the relevant information.  Police Scotland cannot disclose the results of these enquiries to you.

You should advise us if you are aware of any of your immediate family, friends or associates having any criminal convictions or being involved in criminal conduct.  Do not, however, under any circumstances, carry out any database checks to obtain this information.  
If you need to, please use the continuation sheet at the bottom of the form.


	Summary

	Assessment of suitability with regard to vetting will be done on a case by case basis taking into account all relevant information.  The purpose of vetting is not to exclude suitable applicants but to ensure every reasonable action is taken to make sure that the successful candidates will maintain the high level of honesty and integrity required for the role.

Your vetting form should be submitted electronically ensuring that you have completed the Declaration check boxes.

If you wish to discuss any aspect of the vetting form, or any issues it may have

raised, you should in the first instance contact the Force Sponsor.
When complete the form should be sent to:

policescotlandvetting@scotland.pnn.police.uk
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