Note No:  A772/08
Protocol Directorate of the Foreign and Commonwealth Office presents its compliments to all Diplomatic Missions and International Organisations in London and has the honour to transmit new guidance for applications for Airport ID cards which has recently issued from BAA.  The following guidance covers: Applications for new ID Passes (Form 9), Applications for Locally Engaged Staff (Form 1) and requests for Reactivation of previously held passes (Form 7).
 All new applications by diplomatic staff should be made by completing Form 9, which should be sent by post addressed to the VIP Facilities Officer, Visits Section at the Foreign & Commonwealth Office, Protocol Directorate (WHG.130), King Charles Street, SW1A 2AH.  

Applications by Locally Engaged staff should be made by completing Form 1 and submitting the appropriate documentation, which should be sent directly to the BAA ID Security Department, PO Box 5577, Glasgow, G52 4RX.

All requests for reactivation of airport ID passes should  be made on Form 7, and faxed directly to the BAA ID Security Department on 0141 570 4222 at least 24 hours prior to the pass being required for use.     BAA ID Security Department have given assurances that all requests will be dealt with upon receipt.
Diplomatic Missions should be aware that requests can only be made during normal office hours in the working week; Monday to Friday, 0830 to 1730.  When making requests, Diplomatic Missions should carefully factor in any visits that may take place over a weekend and ensure that requests for reactivations are made in good time.

Should the pass holder attend the airport and find that their pass is not active, they should call 0844 395 0380 and by selecting option “3” their pass will be reactivated immediately.  This facility should not be used instead of Form 7.

Diplomatic Missions are reminded that once a pass has been reactivated it is valid for a period of 60 days.

A copy of BAA forms 1, 7 and 9 are enclosed.  All forms can be downloaded from the BAA ID centre website at www.baa.com/idcentre.

Requests to make appointments to collect approved airport ID passes should be made by the Authorised Signatory or the pass applicant but only after the Authorised Signatory has been contacted by the BAA ID Security team.  Appointments should be made by calling 0844 395 0380 and quoting the Company Prefix as a reference.  The Company Prefix is the first three numbers of the ID number which appear on Airport ID cards.

Protocol Directorate of the Foreign and Commonwealth Office avails itself of this opportunity to renew to all Diplomatic Missions and International Organisations the assurance of its highest consideration.
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