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NBF823 BASELINE PERSONNEL SECURITY STANDARD (BPSS) APPLICATION 

1.The Naval Base Commander is responsible for setting clearance levels for access to the establishment. Personnel vetting is a key component of security risk management. The BPSS is not a national security vetting clearance issued by UKSV but aims to provide an appropriate level of assurance as to the trustworthiness, integrity and probable reliability of personnel. The BPSS is a mandatory package of pre-employment checks for all contractors, traders and visitors who require access to, or knowledge of, MoD assets and establishments at the OFFICIAL or OFFICIAL SENSITIVE Level. Because it underpins the whole National Security Vetting (NSV) process, it is vital that it is carried out properly and thoroughly.

BPSS shall assess an individual’s suitability for employment. An NSV shall assess an individual’s suitability to hold a security clearance. BPSS is not a Security Clearance and must not be considered as such. Escorting in HMNB Devonport is only authorised if NSV is held, and not BPSS. Prior to acceptance, Right To Work (RTW) and Identity checks will be carried out if individuals have previous passed BPSS from another establishment. This applies only to BPSS issued within last 2 years or less from date of onboarding at HMNB Devonport.
 
A Disclosure and Barring Service (DBS) Certificate is required as part of the BPSS Application process. Applicants must be made aware the BPSS must be completed in hard copy and returned to their NB Sponsor for review and signature prior to being forwarded to Camels Head Vetting Team.

For guidance when completing this form visit: National security vetting: clearance levels - GOV.UK 

2. The purpose is to: 
a. Ensure that all individuals are entitled to take up employment. 
b. Protect the security of the government estate and its assets; and 
c. Provide a basis for NSV, if applying for a security clearance. 

3. BPSS comprises four main checks for an individual. Guidance is provided within the relevant sections in this document: 
a. Identity (ID); 
b. Right to work (RTW) in the UK; 
c. Employment history; and 
d. Criminal record - (unspent convictions). 

4.) HMNB(D) BPSS application process and responsibilities: 
a. Applicant 
The applicant will fill in all applicable sections of the form and submit to the NB Sponsor with the relevant supporting documents. A DBS Certificate must be obtained by the applicant, as it is a requirement in the BPSS process. The DBS Certificate must be newly acquired and dated within the last 28 Days.  
b. NB Sponsor  
The sponsor will check the application to ensure all relevant sections are completed and verify supporting documentation as correct and fill in the verification form at the end of the application.  
c. NB Sponsor 
The completed application is to be taken to Camels Head Gate Reception Centre Vetting Team for checks and processing. To be submitted in hard copy with wet signatures. Photocopies not accepted.
d. Reception Centre Vetting Team 
1. Check the application. 
2. If there are concerns regarding the content of the application or the disclosure offences forward the application to BSyO for review/comment.
3. The Reception Centre Vetting Team will update the NB Sponsor once checks are completed.
4. Once BPSS is obtained. Update the NB sponsor and forward a link to begin the NSV process to the applicant.
5. If the Reception Centre Vetting Team finds there to be missing information that is needed to proceed, a further 5 working days will be given for the NB sponsor to provide this missing information before the application is cancelled.







6.) APPLICANT DETAILS Please provide your contact details below:
Please note if your name has changed you must provide proof e.g. marriage certificate, deed poll document etc. 
(Failure to provide proof of name change will result in the rejection of this form)

Title:

Forename(s):



Surname:

Surname at Birth:

Date of Birth.

Place of Birth.

Current Home Address:




Daytime Contact Telephone Numbers:
Work: 

Home:

Mobile:
Email Address

National insurance Number.

Post Code:

Reason Access Required to HMNB(D) 


Company Address:



Si Applicants 
    occupation:

Name of Sponsor:






Sponsors Signature:





b. Please provide addresses covering the last 5 years below. Gaps in dates must be added to the application.                                    (Please complete on a separate sheet and attach to this form if necessary).

Addresses
From
To

Month
Year
Month
Year
































	
	

	
	

	
	





The sponsoring person/Employer must view the originals of all documents and make certified legible copies, which will be retained with this BPSS. 






Classification:OFFICIAL - SENSITIVE OFFICIAL-SENSITIVE

Classification:OFFICIAL - SENSITIVE OFFICIAL-SENSITIVE

OFFICIAL - SENSITIVE PERSONAL (when complete) 


OFFICIAL-SENSITIVE 

OFFICIAL-SENSITIVE 


1-10OFFICIAL-SENSITIVE 



OFFICIAL SENSITIVE (when complete)
APPLICANT DETAILS FORM CONTINUED

c. EMPLOYMENT/ACADEMIC HISTORY
Please provide the details of your last three years of employment (you may be asked to provide additional evidence later)

	Company/Employer/College/University Address and Point of Contact. If self-employed please state. 
	Dates

	






	

	






	

	






	




7.) Declaration: I undertake to notify any material changes in the information I have given above: 
(Failure to sign declaration will result in the rejection of this form if not signed within 30 days).

	Signature:
	



	Date:
	



This form asks you to supply “personal” data as defined by the Data Protection Act 1998. You will be supplying this data to the appropriate Security authority where it will be processed exclusively for the purpose of a check against the UK’s immigration and nationality records. The Security authority 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 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.
8.) NATIONALITY AND IMMIGRATION STATUS FORM
a. Please complete the questions below: 
(Failure to complete questions will result in the rejection of this form).
Nationality at Birth:

Present nationality (if different):

Former/Dual Nationality (if any):

National Insurance Number 

Have you held other nationality/citizenship? If YES, please specify:
Yes/No
Are you lawfully resident in the UK? :
Yes/No
Are there any restrictions on your continued freedom to take employment in the UK? If YES, please specify:
Yes/No
If applicable, please state Home Office/Port reference number:



Are you subject to immigration control? If YES, please specify:
Yes/No
Are there any restrictions on your continued residence in the UK? If YES, please specify:
Yes/No




b. You must provide proof you are able to work in the United Kingdom (UK) legally. RTW or British Passport for proof.

c. Declaration: I undertake to notify any material changes in the information I have given above. 
Failure to sign declaration will result in the rejection of this form.

Name:


Signature:

Date:

Examples of acceptable identity documentation for BPSS
Identity Documentation (Photocopies or mobile phone images not acceptable)
Must provide Photographic ID in form of Valid 10-year British Passport or photographic UK driving licence (full or provisional)
UK, Isle of Man and Channel Islands only.

If individuals do not have photo ID then they must provide 2 additional identifying documents from either Group A or Group B
Group A – Original documents 
Group B – Physical or digital documents issued within the past six months (name and current address within the document) 
Valid photographic UK driving licence (full or provisional)  
UK, Isle of Man and Channel Islands only. 

Mortgage statement containing current address 
Original Birth certificate (Not the short version)
Financial statement containing current address. This includes bank and credit card statements. 
Marriage certificate 
Utility bill - for example energy, water, landline telephone or broadband (excluding mobile phone bills). (Must be dated within the last 3 months)
National Insurance Number (NINO): 
These can be acquired fraudulently and cannot be relied upon as a sole means of establishing identity or right to work. 
HM Forces I.D. (MOD 90)
Current evidence of Department for Work and Pension benefits
Firearms Certificate
Recent HMRC tax notification (P45)
 
Adoption certificate  
 
 
Divorce, dissolution or annulment papers. 
 
Civil Partnership certificate  
 
Recent council tax statement  
 

For guidance see UK Government Baseline Personnel Security Standard 




REFERENCE FORM 1.
To be completed in black ink, strictly by EMPLOYER/LINE MANAGER in their handwriting. 
(Failure of your referee to complete questions will result in the rejection of this form).
(See Notes for completion)


Subject:



1. How long has the subject worked for you and in what capacity?

From (mm/yyyy):                                             To (mm/yyyy): 

Appointment/post:


2. Are you related to the subject?  Yes/No
If Yes, please state your relationship:

3.  Over what period have you known the subject? (Minimum of 3 years for BPSS).

From (mm/yyyy):                                              To (mm/yyyy):

4.   Please state the nature and depth of your acquaintance? (Including the regularity of any such contact) 



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



6.  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.  (Among the factors, which are relevant, are significant financial difficulties, serious abuse of alcohol or drugs, an extravagant mode of living. Signs of mental or physical illness that may impair judgement or reliability, extreme political/religious or violent views).







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

Forenames:

Work Address:


Post Code:

Daytime Contact Telephone:

(Work)

(Mobile)

(Home)
Position within company:

Referees Signature:

Date:



 REFERENCE FORM 2 To be completed in black ink, strictly by ‘SOMEONE OF STANDING IN THE COMMUNITY’ and not related to the subject, (in their handwriting). For guidance see UK Government Baseline Personnel Security Standard 

(Failure of your referee to complete questions will result in the rejection of this form). 
(See Notes for completion)


Subject:



1a. Are you related to the subject?   
YES/NO

1b. If yes, state the nature of this relationship.

2.  Over what period have you known the subject? (Minimum of 3-year acquaintance).

From (mm/yyyy):                                                       To (mm/yyyy):

3.  State the nature and depth of your association with the subject, including the regularity of any such contact. 
(Eg: Social - 2 times a week; Work - daily).



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




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. (Among the factors, which are relevant, are significant financial difficulties, serious abuse of alcohol or drugs, an extravagant mode of living. Signs of mental or physical illness that may impair judgement or reliability, extreme political/religious or violent views).





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

Forenames:

Home Address:




Post Code:

Daytime Contact Telephone    Numbers:

(Work)

(Mobile)

(Home)

Referee’s
Occupation:

Qualification:

Referees Signature:

Date:





9.) CRIMINAL RECORD DECLARATION FORM: 

DBS Certificate number:   

In line with HM Government's policy on vetting, you must declare any matter which may be relevant. The relevant department or agency will decide if a criminal conviction affects your security clearance. Although it may be considered, this information will not necessarily prevent you from being awarded a security clearance. 
You have the option to provide the Criminal Declaration in an envelope, then seal the envelope, sign your   name across the flap and attach it to the front of the questionnaire before sending to your sponsor.
Failure to disclose relevant circumstances or information is likely to be regarded as evidence of unreliability and will be considered when assessing your suitability for security clearance.
Have you ever been:
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)?
For overseas convictions see Annex A.
 Yes   or   No: 
On probation, or received a formal caution, or been absolutely/conditionally discharged, or had a fixed penalty notice or penalty notice for disorder issued to you, 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   or   No:
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   or   No:
If you have answered Yes to any of the questions on this page, please give full details, (including dates) below. Note checks of any unspent criminal convictions will be made and a Disclosure and Barring Service (DBS) Certificate is required as part of the BPSS Application.
IF NEEDED PLEASE USE A CONTINUATION SHEET.


b. Applicant Declaration: I declare that the information I have given on this form is true and complete to the best of my knowledge and belief. I further understand that this form may be submitted for checking against records in accordance with the requirements with the Baseline Personnel Security Standard for access to Government assets.

SIGNATURE:

DATE:

Failure to sign declaration will result in the rejection of this form.
Date to be within 30 days of start of application





NOTES FOR NB SPONSOR 

For guidance see UK Government Baseline Personnel Security Standard 

NB Sponsors are responsible for carrying out the following:
The address verification documents provided must be checked by the sponsor and must not be more than 3 months old. The address must be cross referenced to the address provided on the BPSS Application and checks should be made to ensure the address is valid. (This can be achieved by sighting a further independent letter, utility bill, driving licence or similar that shows the applicants name and address being supplied) A driving licence may only be accepted if it has not already been provided for proof of Identification.
Original address verification documents must be seen, and the documents fully checked prior to the individual beginning their employment/contractual work. This may be completed at Interview/Assessment Centre or at a pre-arranged face to face meeting, prior to employment commencing. Copies are not acceptable.
The original documents must be photocopied at that time, the comment ‘CERTIFIED AS A TRUE COPY OF THE ORIGINAL’ MUST be added and the person authenticating must sign and date the copy as confirmation. 
Features which can be examined on Address Verification documentation for signs of tampering include:
· Company logos – these can lose their quality when photocopied or scanned as opposed to those printed on original company paper.
· Spelling and grammatical errors 
· Mathematical errors on bank statements/utility bills
· Changes in font sizes/styles during sentences or paragraphs
· Watermarks, security fibres, embossing, crests, and high-quality paper 
As a minimum, verify the most recent 3 years Employment or Academic History and ensure gaps are not concealed. Where gaps are identified these must be investigated. Written consent must be obtained from the applicant prior to making any approach to current/previous employers.
Assumptions must never be made and using mobile telephone numbers that cannot be corroborated must be avoided and it is advised to make short Company checks (Using open-source internet searches or telephone book entries). Alternatively, a commercial service may be used to establish Employment History.
Where the Employment Checks have been fully completed and are satisfactory there is no requirement to obtain References, however where there is any doubt, the Applicant must be contacted to request references from the Referees detailed on the BPSS Application. 
If employment checks are not available (i.e. first employment) or are not requested, references MUST be obtained and verified.

To Verify References:
· The NB Sponsor should be telephoned to confirm they provided the Reference; the telephone number should be ascertained independently via open-source searches.
· Existence of the employer should be checked (i.e. that it appears in the phone book or relevant business directories).
· A record of any conversation should be made, and the Reference provided MUST be signed and dated by the person responsible for checking, as verification (see ‘for office use only’ section of the BPSS Application Reference Request Form.  

When “unspent” convictions have been disclosed, the person responsible for hiring will wish to consider:
· Whether the offence would cast doubt on the individual’s or organisation’s reputation.
· Whether the offence would affect an individual’s ability to do the job.
· Whether the conviction is relevant to the particular post (e.g. a fraud related conviction might be relevant to a finance post but may not be a problem in other posts).
· The length of time since the offence occurred.
· The nature and background of the offence (e.g. violent crime or a history of violence which may impact on an organisation’s duty of care to its staff).
· The seriousness of the offence.
· Whether there is a pattern of offences. 
The sponsor will need to decide whether an individual may not be generally reliable and, if so, whether that represents a risk. Attention should be given to cases in which two or more adverse factors are combined. Any initial doubts about where an individual is posted should be well recorded. 

Further advice may be sought from Security and the final decision as to the suitability of any individual where unspent convictions have been disclosed remains with BSyO.

A DBS Certificate must be obtained by the applicant, as it is a requirement in the BPSS process. The DBS Certificate must be newly acquired and dated within the last 28 Days, for all new starters. Existing DBS Certificates that may already be held by the individual are not acceptable.

NB Sponsors must ensure that the certificate matches the identity documents of the individual, that checks have been made against the applicant’s current and previous addresses, and that receipt and retention of this information is in accordance with existing data protection legislation. 

Reception Centre Vetting Team Responsibilities

Where NSV is required the Reception Centre Vetting Team will send the link immediately after completion of BPSS and both applicant and sponsor must be advised. 

The date the NSV Link was sent should be recorded on the Vetting SharePoint Site as a best practice for audit purposes. ALL documents relating to BPSS must be retained during the NSV process.

The applicant has a 31 Day time frame to activate, complete and submit the application once the link has been sent. This process must be monitored by the Reception Centre Vetting Team.

Reception Centre Vetting Team are to send the standard applicant reminder at the 10 Day point reminding of the 31 Day automatic cancellation policy as shown below.

After 10 Days UKSV will issue a 10 Day reminder to Reception Centre Vetting Team who in turn will send a reminder to both the applicant and the person responsible for hiring using the standard template.

At Day 31 following the initial sending of the UKSV NSV Link the application will be cancelled by UKSV where the application has not been activated and/or completed. The Reception Centre Vetting Team will forward this notification from UKSV to the person responsible for hiring and the Applicant.

Where the UKSV link has not been activated or completed by the applicant and subsequently cancelled by UKSV, Reception Centre may, if deemed applicable and necessary, send 1 further link only for completion. 

ALL requests for any further UKSV Links to be sent MUST be forwarded to BSyO for consideration, any such request must be supported by a full business case.

Applicants are required to provide valid government issued photographic ID on collection of their pass.




10.) VERIFICATION RECORD (FOR COMPLETION BY NB SPONSOR)
a. Employee/Applicant details
Surname:

Forenames:

Date of Birth

Place of Birth:

Full permanent address:
Post Code
Former/dual nationality with dates (if applicable)

Nationality:

b. Verification of Nationality and Immigration Status
Document Type:
Serial No:
Date of Issue:
a.


b.


c.


c. References 
 Referee:
Relationship:
Length of association correct?
a. 


b. 


d. Certification of Identity
[bookmark: _Hlk204606648]Document Type:
Serial No:
Date of Issue:
a.


b.


c.


e. Declaration: I certify 
a. To the best of my knowledge I have satisfactorily established the Identity, Nationality and Immigration Status of the above applicant.
Y/N
b. I have seen the employees valid and in date DBS Certificate.
Y/N
c. I have seen the references and information listed above and confirm to the best of my knowledge that these references satisfy the requirements.
Y/N
d. The person will be obtaining a NSV clearance (CTC/SC/DV) following this BPSS application.
Y/N
e. The person will not be obtaining a NSV clearance (CTC/SC/DV) following this BPSS application. 


Justification:





NAME:

POSITION:

SIGNATURE:

DATE:
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