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NAVAL BASE COMMANDER’S MEMORANDUM NO. 21/26

SERVICE PERSONNEL – ISSUE OF FAMILIES’ ID CARDS

Introduction

1.	A new policy has now been established for the issue of Families ID Cards[footnoteRef:1] aligning with the GCJ Trigram security pass system as outlined in NBCTM 08/25. This memorandum replaces the interim process and sets out the updated procedure for issuing Family Passes that allow access to HMS DRAKE. All currently issued laminated Family Passes will remain valid until their stated expiry date. All future applications will adopt the new GCJ Family Pass policy. [1:  These should no longer be known as Dependents’ ID Cards to comply with   2023DIN01-075  regarding removal of obsolete language from Defence policy.] 


Aim

2.	The aim is present a robust system to enable close family members of Service Personnel who work in the Naval Base and live locally to enter HMS DRAKE as required to use the facilties of the Naval Barracks.

Policy 

3.	Family Passes may be issued to the close family members of Military Permanent Pass holders employed at HMNB Devonport, including all Lodger Units. This pass entitles the holder access to the Gym (although a Recreation Pass is required to use the facility), DRAKE Village, Nursery, Messes, and other family support services where appropriate. 

4.	This pass is only available for military family members.  Family members of Civil Servants and Contractors are not entitled to access the Base via this process.. 

5.	The following criteria must be satisfied to allow the issue of a Family Pass:

a.	The application is sponsored by a Service Person assigned to a Devonport based shoreside organisation, including all NB Lodger Units, for at least the next 12 months. 

b.	The individual requiring a Pass is categorised as a member of the immediate family in accordance with JSP 752 – Tri-Service Regulations for Expenses and Allowances.

c.	The Family member is resident in the same household as the Service Person who is able to commute into the Naval Base on a daily basis.  

d.	The Family member holds an in date DSAI card to enable unescorted access.

Family of those in SLA who do not meet these criteria will not normally be issued a Family Pass without exceptional authority from the Base Executive.

6.	Family members aged 16 or over will be issued with a photographic pass and those aged 13 to 15 will be given a Pass without a photograph. Children aged 12 and under are not to be issued a Pass and are to be escorted at all times by an appropriate adult/Pass Holder whilst on the Base.

7.	The Families ID Card is an Unescorted Pass within the confines of HMS DRAKE Fleet Accommodation Centre but can be used as an Escorted Pass elsewhere in the Naval Base. There is no nugatory requirement to raise a Visit request if the security checks and DSAI requirement have already been satisfied to issue the Families ID Card.  It is up to the Sponsor, i.e. the Escort (MoD Form 90 pass holder), to ensure that the Family Member complies with site safety and security standards. In effect, the SP Families ID Card becomes a RED Escorted pass outside of HMS DRAKE FAC.

Process

8.	The sequence of actions that must be followed for production of a Families ID Card is:

a.	The Sponsor (the qualifying Service Person) of the Applicant is to complete parts A, B and C of the Application Form. 

b.	Form is submitted to the UPO for JPA verification.  This has to done by hard copy and not electronically. 

c.	Section D checked and signed by UPO Office Manager. 

d.	The completed form is to be submitted to the Executive Office, Room 025, 1st Floor, Howard Building, HMS DRAKE. Submission must be a hard copy and is to be delivered in person by the sponsor. The Executive Office will email the completed form to Camels Head Reception Centre[footnoteRef:2], copying the sponsor, for processing. [2:  Email completed forms to: NAVYNBCD-PASSOFFICE@mod.gov.uk ] 

Following receipt of this email, the sponsor is to allow a minimum of 5 working days for Camels Head Reception Centre to process the application.

e.	Applicants and sponsors are to attend Camels Head Reception Centre no earlier than 5 working days after the Executive Office email is received, to complete Families ID Card and DSAI pass issue. A valid, in-date government-issued photo ID (e.g. passport or driving licence) must be presented on arrival. The DSAI safety video is 17 minutes long. Please allow sufficient time for this and any queuing on arrival.






Summary

9.	This updated policy aligns with the GCJ Trigram pass rollout, supporting secure and consistent access for eligible family members of Service Personnel. It replaces the laminated family pass system and ensures compliance with MOD site access standards.

10. 	This NBCTM is sponsored by 1Lt and is to be reviewed 03 Jun 27.


Signed on original


NAVAL BASE COMMANDER

Enclosure:

1.	Application for Families’ ID Card HMS DRAKE 
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PASS APPLICATION FOR A FAMILY ID CARD HMS DRAKE                                                                                                                       				
Section A – Service Person

	 Sponsor details (Sponsor to complete)

	Service Number


	Rank

	Initials

	Surname


	Service


	Unit/Ship



	Residence at work address:

MoD Email:





Section B – Recognised Family Member and Dependent Child(ren)

	Family/Dependants Details (Sponsor/applicant to complete)

	Title

	Forename(s)
	Surname



	Date of Birth
	Years Resident in the UK

	


	Nationality*[footnoteRef:3] [3:  Base Security review applications where required. Where concerns are identified, these will be raised with 1st Lt by BSyO and managed on a case-by-case basis.] 



* If non-UK National, NBF 874 must be completed and submitted to Base Security bsyoteam@mod.gov.uk


	Detail relation to Sponsor (Partner/Wife/Husband, etc): 


	Permanent address if different to applicant (As shown on proof of address, i.e. bank statement or utility bill)









Child(ren) of the applicant also to be registered/established: 

	Child 1
	

	Title


	Forename(s)
	Surname


	Age

	
Address if different to applicant




	



	Child 2
	

	Title


	Forename(s)
	Surname


	Age

	
Address if different to applicant




	



	Child 3
	

	Title


	Forename(s)
	Surname


	Age

	
Address if different to applicant




	



	Child 4
	

	Title


	Forename(s)
	Surname


	Age







Section C - Service Person declaration (tick and sign to confirm agreement)

· I am legally married/civil partnership to my partner as detailed within Section B of this form.  	   

· I am in a LTR (Long Term Relationship) with my partner detailed within Section B of this form.

· I am related to the dependants detailed within Section D of this form. 

· I agree to comply with the conditions listed in Section F.

	Signature

	Name
	Date





Section D – HMS Drake UPO Authorising Office Manager Signature (tick and sign to confirm agreement)

I certify that from a JPA check that: 
· This application is sponsored by a member of HM Forces who is assigned to a shore unit in HMNB Devonport for at least 12 months.
· The Family Member is listed as Next Of Kin / Emergency Contact.
· The Family member is resident in the same household as the Service Person. 
· The sponsor is able to commute into the Naval Base on a daily basis.  
	UPO Unit Stamp of verification








	Signature
	Name 
	Date



	Rank/Appointment







Section E – For HMS DRAKE Executive Staff Action (tick and sign to confirm)

· I certify that the required ID checks have been completed.
(i.e. Passport or photocard driving licence with current address, utility bill with current address, government issued letter with current address, bank statement with current address).
· For non-UK nationals, NBF874 has been submitted and approved by Base [image: ]Security.
· Master Family ID card log updated with new applicants details. 		[image: ]	


	[bookmark: _Hlk4562556]Exec Office Staff Name
	Signature
	Date




Section F -  For Camels Head Reception Staff Action (tick and sign to confirm)

· DSAI pass completed									[image: ]

· Family ID card Trigram Pass issued                                                    [image: ]

Section G – Instructions for ID Card use & application

Failure to comply with following policy may result in immediate removal of access to HMS Drake, and its facilities within. Family ID access card holders must adhere with the following:

· The Family ID Card holder allows unescorted access within the boundaries of HMS Drake; any requirement top visit locations elsewhere in the Naval Base must be escorted.

· The Family Card holder must always keep the ID card on display at all times during their visit in HMS Drake.

· NBF 874 must be completed if the family member is a foreign national. 

· Existing Family card holders must surrender their HMS Drake UPO issued Dependant ID card upon application of renewal/replacement Family ID card.

· All applicants must provide current in date photo ID in the form of a UK Passport or UK driving licence along with proof of current address in the form of a Utility bill or government issued letter.

· As NB Sponsor, service personnel must report any changes in their relationship affecting the continued use of Family ID card in HMS Drake (for example, termination of the relationship).

· The Family ID card will expire 2 years from date of issue.

· The application process is liable to periodic review, and policy updates.
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