OFFICIAL – SENSITIVE PERSONAL

 (WHEN COMPLETE AND RECEIVED BY RAF HALTON SECURITY STAFF)
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BASELINE PERSONNEL SECURITY STANDARD
The information required within this document is in accordance with HM Government guidelines and the Defence Vetting Agency Regulations

NOTES FOR COMPLETION
The Baseline Personnel Security Standard (BPSS) is not itself a security clearance but it does underpin the whole security vetting process.  It is a package of pre-employment checks designed to give uncontrolled access to, or knowledge or custody of, Government assets to persons who in the course of their employment have a need to know. The BPSS forms part of the MODs system of protection against risks from terrorism, espionage and crime by providing assurance about the identity and integrity of individuals who have access to MOD assets and Establishments. Applicants for BPSS approval must complete this form, sign the Official Secrets Acts (MOD Form 134) and have the BPSS document screened by Contractor Security Staffs prior to access or knowledge of MOD assets in the course of their employment. Submission of further security clearance documentation may be required dependant on specific access levels and location requirements. 

Part 1.  All applicants must complete the Nationality and Immigration Status Check. This information will be used to confirm your right to work/remain in the UK and will be checked against appropriate documentation.

Part 2.  Applicants must provide details of 2 referees. Where the BPSS is being carried out prior to a Counter Terrorist Check (CTC), Security Check (SC) or Developed Vetting (DV) application, Employer References should as a minimum cover the previous 12 months and Personal References the last 3 years. Where the BPSS is being carried out on its own all references should cover no less than 3 years. Part 2a is to be provided by your current employer or HR department. Part 2b is to be completed and signed by an individual who is of some standing in the community (e.g. JP, medical practitioner, officer of the armed forces, civil servant, teacher, lecturer, lawyer, bank manager, accountant, etc). Referees cannot be related or a common-law partner.
Part 3.  Criminal Record declarations must be completed with as much detail as possible including dates; however, you may place the completed form in a sealed envelope for direct attention of the company security officer. You will be asked to verify the criminal record declaration against unspent criminal records by obtaining a Basic Disclosure Certificate from DBS
Part 4. Proof of identity must be established by means of at least two of the following documents including at least one piece of photographic evidence and another to confirm permanent address: full current UK Passport, current UK photo card Driving Licence, full UK Driving Licence (paper version), Building Industry Sub-contractors Certificate (issued by HMRC),full Birth Certificate, P45, Marriage Certificate, Divorce or Annulment papers, Adoption Certificate, Bank Statement, Credit Card with 3 recent statements and proof of signature and address, HMRC Tax Notification, current Firearms Certificate, a current Utility Bill, Local Authority Tax Bill. If applicants can not provide adequate photographic evidence, they must provide a passport sized photograph of themselves endorsed on the back with the signature of a person of some standing in the community (see above). The photo should be accompanied by a signed statement, completed by the same person, stating how long they have known the candidate (minimum 3 years).  

· Authorised Contractor Security Staff must view the originals of these documents, make certified legible copies and complete Part 4 Verification Record (which will be retained with this BPSS). 

· Applicants must complete Parts 1, 3, MOD Form 134 Official Secrets Acts (to be retained with this form) and provide original identity documents as required in Part 4. 

· Referees must complete Parts 2a and 2b.  
PART 1 OF 4 - NATIONALITY AND IMMIGRATION STATUS

	Surname
	
	Forenames
	

	Previous / Other Names used:

	

	Mother’s Maiden Name
	

	Date of Birth:
	
	National Insurance Number:
	   

	Current Address:

Post Code:
Date: From 

	

	Any other Addresses in the last 5 years:
Dates: From - To
Include any travel outside the UK within the last 5 years which covered a period exceeding 28 days. 
	

	Contact Details:

Telephone
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Email address:


	Daytime:                                                        Mobile:


	Nationality at Birth:
	

	Place of Birth: (Town, county, country)
	      

	Present Nationality: (If different to birth)
	      

	Have you ever possessed any other Nationality or Citizenship?


	YES / NO      

If YES, please specify:    



	Are you subject to Immigration Control?


	YES / NO      

If YES, please specify:  



	Are you lawfully resident in the UK?
	YES / NO     



	Are there any restrictions on your continued residence in the UK?

 
	YES / NO     

If YES, please specify:   


PART 2 OF 4 - PERSONAL DECLARATION

	Are there any restrictions on your continued freedom to take employment in the UK?

	  YES / NO   

If YES please specify:    


	If applicable, please state Home Office/Port Reference Number :

	


	Please complete the matrix below:



	
	Spouse / Partner
	Father
	Step Father
	Mother
	Step Mother



	Nationality Now:


	
	   
	      
	   
	   

	Nationality At birth:


	   
	   
	   
	   
	   

	Place of birth:


	   
	   
	   
	   
	   


	Declaration: I undertake to notify any material changes in the information I have given above to the RAF Police, PS Section, RAF Halton.


	Signature:  


	Date:  



	
	

	Note:
By signing the declaration on this form, you are explicitly consenting for the data you provide to be processed in the manner described above. If you have any concerns, about any of the questions or what we will do with the information you provide, please contact the person who issued this form for further information.



 PART 2A OF 4 - REFERENCE REPORT (To be completed by EMPLOYER / SPONSOR)
	Subject:


	   

	

	1. How long did the subject work for you and in what capacity? 

	From:  


	To:   TO DATE

	Appointment / Post: HALTON AERO CLUB, RAF SPORTS AIRCRAFT MEMBER


	2. Are you related to the subject?  
	  NO    

	 If YES, please state your relationship      



	3. Over what period have you known the subject?



	From:  


	To:   TO DATE

	4. Please state the nature and depth of your acquaintance:



	Member of Halton Aero Club


	5. Do you believe the subject to be strictly honest, conscientious and discreet?



	 YES


	6.  Do you know of any factors concerning the subject that might cause his/her fitness for employment on sensitive work to be questioned?  


	NO

If YES please provide details; (Among the factors which are relevant are significant financial difficulties, abuse of alcohol or drugs, an extravagant mode of living or signs of mental or physical illness that may impair judgement or reliability).    


	Declaration of Reference:  The above answers are correct to the best of my knowledge and belief.



	Surname:


	  Finch
	Forenames:
	  Carl

	Work Address:

Post Code:  
	Royal Air Force Sports Aircraft Rep

Halton Aero Club

Royal Air Force Halton

Aylesbury

Bucks

HP22 5PG

	Daytime Telephone Contact Details:
	Work:  95221 3337       



	
	Mobile:    07305901747


	Position within Company:


	HALTON AERO CLUB, RAF SPORTS AIRCRAFT MEMBER

	Signature:  
	Date:  


 PART 2B - REFERENCE REPORT 

 To be completed by an individual who is of some standing in the Community. (See Notes for completion).
	Subject:


	


	1. Are you related to the subject?  

If the answer is “YES” please state the nature of your relationship
	YES/NO



	2.  Over what period have you known the subject? (Please give approximate month and year).
	From:  

To:  



	3.  State the nature and depth of your acquaintance:


	

	4.  Do you believe the subject to be honest, conscientious and discreet?

	YES / NO


	5.  Do you know of any factors concerning the subject that might cause his/her fitness for employment on sensitive work to be questioned? If so please provide details: (Amongst the factors which are relevant are significant financial difficulties, abuse of alcohol or drugs, an extravagant mode of living or signs of mental or physical illness that may impair judgement or reliability).

	

	Declaration of Reference:  The above answers are correct to the best of my knowledge and belief.


	Surname:


	  
	Forenames:
	  

	Home Address:

Post Code:
	      

	Work Address:

Post Code: 
	      

	Daytime Contact  Number/s:


	  

	Occupation:


	  

	Signature:   
	Date
	


PART 3 - CRIMINAL RECORD DECLARATION
	Have you been convicted or found guilty by a Court of any offence in any country (excluding parking but including all motoring offences even where a spot fine has been administered by the police) or have you been put on probation (probation orders are now called community orders) or absolutely/conditionally discharged or bound over after being charged with any offence or is there any action pending against you? You need not declare convictions which are “spent” under the Rehabilitation of Offenders Act (1974). (Please provide details or annotate “N/A” (Not Applicable) as necessary).


	

	Have you ever been convicted by a Court Martial or sentenced to detention or dismissal whilst serving in the Armed Forces of the UK or any Commonwealth or foreign country?

	YES / NO

	If YES, please give details here;   


	Do you know of any matters in your background which might cause your reliability or suitability to have access to government assets to be called into question?

	YES / NO 

	If YES, please give details here; 



	I declare that the information I have given is true and complete to the best of my knowledge and belief. In addition, I understand that any false information or deliberate omission in the information I have given on this form may disqualify me for employment in connection with Government contracts. I further understand that my declaration will be verified with a Basic Disclosure Certificate from Disclosure & Barring Service, in accordance with the requirements of the Baseline Personnel Security Standard for access to Government assets.




	Signature:  


	Date:  



	


	Note: By signing the declaration on this form, you are explicitly consenting for the data you provide to be processed in the manner described above. If you have any concerns, about any of the questions or what we will do with the information you provide, please contact the RAFP PS Section, via the Passes and Permits Clerk for further information.



	

	Important; Data Protection Act (2018): This form contains “personal” data as defined by the Data Protection Act 2018. You will be supplying the data to the appropriate Security authority where it will be processed exclusively for the purpose of the Baseline Personnel Security Standard. The Security authority will protect the information provided and ensure that it is not passed to anyone who is not authorised to see it.


PART 4 OF 4 - VERIFICATION RECORD  

1. EMPLOYEE/APPLICANT DETAILS
	Surname:


	    
	Forenames:
	    

	Full Permanent Address:

Postcode:
	    

	Date of Birth:


	    

	Place of Birth:


	    

	Nationality:


	    

	Former or dual nationality: (with dates if applicable)


	


2. CERTIFICATION OF IDENTITY (In addition to these questions, attach the scanned copies of these documents.)
	a.

	Document Type

	
	 

	
	Serial No.
	Date of Issue

	
	
	

	

	b.

	Document Type

	
	

	
	Serial No.
	Date of Issue

	
	
	

	

	c.

	Document Type

	
	 Official Secrets Act Declaration


	
	Serial No.
	Signed on

	
	
	


	3. REFERENCES

	Referee
	Relationship
	Length of Association

	a.
	Sgt Carl Finch
	HAC Cttee Member
	    

	b.
	
	    
	    

	c.
	
	    
	    


4. RESIDENCY / NATIONALITY OF RELATIVES

The Matrix below describes the applicant’s family background.

	
	Spouse / Partner
	Father
	Step Father
	Mother
	Step Mother



	Nationality now:


	
	   
	      
	   
	   

	Nationality at Birth:


	   
	   
	   
	   
	   

	Place of Birth:


	   
	   
	   
	   
	   


5. BASIC DISCLOSURE CERTIFICATE 
	Issuing Authority

	In addition to these questions attach the scanned copy of this document.
NOT REQUIRED BUT HAC MEMBERS

	Reference No.
	Date of Issue

	-----
	-----


	 6. OTHER INFORMATION;(i.e. verification of employment history (past 3 years), 

 verification of nationality and immigration status, academic certificates seen, 

 additional checks carried out, etc).


	


	 7. SECURITY CHECKER DECLARATION;

	I certify that in accordance with the requirements of the Baseline Personnel Security Standard;

· I have personally examined the original documents listed at Part 4, Section 2.

· I have satisfactorily established the identity of the above applicant/employee.


	Name:   Sgt Carl Finch
	Position:   HAC Cttee Member

	
Signature:  


	Date:   

	
	

	I certify that;

I have verified the references and information listed at Sections 3, 4, and 5, and can confirm that these references satisfy the requirements.

An MOD Form 134 (Official Secrets Act) has been signed by the applicant and is attached to this form.


	

	Name:   Sgt Carl Finch
	Position:   HAC Cttee Member

	Signature:  


	Date:   
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