
 Title Gender

 First Name

 Middle Name

 Surname

 Date of Birth

  NI Number

Key Portfolio Application Form

Key House, 18 Seaward Place, Centurion Business Park, Glasgow, G41 1HH   e: info@mykeypay.com   t: 0800 019 4511

If you leave this field blank, we will issue you with instructions on 
how to obtain a National Insurance number.

To receive free text messages confirming the amount you will
be paid, please tick the box.

To be eligible to claim expenses you MUST meet BOTH of the following criteria. Tick the boxes to indicate that you meet the criteria, if applicable.

1) I have not been, nor expect to be, at the same client site (e.g. school/office) for more than 24 months.
     (Includes sites at which you have been previously employed if your temporary assignment is at the same site) 

2) I have worked, or it is my intention to work, at more than one client site (e.g. school/office) during my contracting career.

If you fulfil these criteria, tick the boxes and continue to complete this Application Form. If you think you may not fulfil these criteria, call us on 0800 019 4511. 

 Address

 Postcode

 Tel.   (home)

 Tel. (mobile)

m m yy

®

Nationality

If you are a Non-UK or Dual National, complete Section 5 overleaf; otherwise please proceed to Section 6.

How did you hear about Key Portfolio? (e.g. recruitment agency, colleague, online)

Email Please enter your full email address in the space provided below; one character per box. This email address will be used 
to give you access to your online account and for you to receive your payslips. It will not be passed on to any third party.

Key Portfolio Limited requires a form of identification from every person it employs. Please provide a certified* copy of the photographic ID 
page of your passport.** 
*For information on the certification of your ID, refer to Part 1.1 of the Document Guide provided or view the guide at www.mykeypay.com/page/literature/ 

**If you do not have a valid passport, refer to Part 1.2 of the Document Guide provided or view the guide at www.mykeypay.com/page/literature/     
iiifor alternative ID options. 

Please tick the box to confirm you have provided the required documentation for this section. 

Please state your nationality above. If you hold dual nationality, state both nationalities and read Part 2.1 of the Document Guide provided 
or view the guide at www.mykeypay.com/page/literature/ as we may require additional information. 
If you are not a national of the UK or ‘European Economic Area’, please provide a copy of the visa page of your passport confirming your 
entitlement to work within the UK. 
If you do not have this, please refer to Part 2.2 of the Document Guide provided or view the guide at www.mykeypay.com/page/literature/  
for alternative Entitlement to Work options. 
Please tick the box to confirm you have provided the required documentation for this section.

Please ensure all necessary documents are returned to Key Portfolio Limited with this Application Form as failure to do so 
will result in a delay to your application being processed.

1. Site-based Worker Qualification          

2. Personal Details

d d

3. Identification

4. Nationality



8. Recruitment Agency & Contact Details

DateSigned

 Your Occupation

 Your Industry

Consultant Name

I have completed the Site-based Worker Qualification (Section 1)

I have provided my email address so I can access my online account and my payslips (Section 2)

I have provided a copy of my identification (Section 3)

I have provided a copy of my Entitlement to Work documentation, as applicable (Section 4)

I have provided my P45 or P46 (Section 7)

I have provided my Agency Contract/Assignment Schedule, if applicable (Section 8)

Please ensure all necessary documents are returned to Key Portfolio Limited with this Application Form 
as failure to do so will result in a delay to your application being processed.

Agency Name

Agency Branch

Branch Tel. No.

Consultant
Email Address

If you haven’t already 
spoken to us we will

call you. 
Or to speed up your 
application, call our 
New Business Team
 on 0800 019 4511.

Has your Recruitment Agency provided you with an Agency Contract/Assignment Schedule?  Yes         No
If Yes, please return this document with your Application Form.

 Bank/Building Society Name

 Postcode

 Name of Account Holder

Account Type (e.g. current, savings, ISA)

 Sort Code

 Account No.

 B/Soc. Roll No.

- -

ePORT55SEP10

The answers to these questions will help us to establish whether you may qualify to claim additional expenses specific to Non-UK/Dual Nationals. 
For more information on expenses, refer to our Expense Guide available at www.mykeypay.com.

1. What was your date of arrival in the UK? 

2. Did you come to the UK intending to work? 
    (e.g. you contacted a recruitment agency or Key Portfolio Limited or you applied for a job, before your departure)  Yes         No

3. Have you ever been to the UK before?   Yes         No

4. If so, please enter the dates of your most recent visit:                                                        to

5. Have you undertaken any paid employment since your latest arrival? 
    (Excluding any work through the agency stated in Section 8 below)  Yes         No

d d m m yy

d d m m yy d d m m yy

d d m m yy

I enclose my P45 obtained from my previous employer (this may be your existing recruitment agency) (send parts 2 and 3 only).
OR 
I enclose my P46 as I do not have a P45 available from my previous employer (complete and send section 1 only).

I certify that to the best of my knowledge and belief the above details are correct. If I do not have a National Insurance number, I agree to obtain one, following 
the instructions issued by Key Portfolio Limited. If necessary, I agree that my current address may be checked against the UK electoral roll. I have provided 
a certified copy of my identification and my Entitlement to Work documentation as applicable.

Checklist - Please tick the appropriate boxes below

5. Non-UK & Dual Nationals

6. Bank Details

Payments transferred by BACS will take three working days to clear including day of transfer. To receive payments by 
Same Day Transfer (CHAPS) instead please tick the box. Details of the charge for this service are available at www.mykeypay.com.

7. Income Tax Documents - Please tick the relevant box

9. Checklist & Declaration


