Appendix 1 PASSPORT APPLICATIONS —Flowchart and Checklist:

Before you start thousands of passport applications get rejected or delayed because of simple
mistakes please take the time to read the guidelines- Home Office Identity and Passport Service -
“How to fill in your passport application form” copies are available when you collect the passport

application.

Help and advice is also available on 08570 521 0410 or www.ips.gov.uk .

applicable.

IST British Passport —Fill in Sectionsl, 2, 3,
4,9,10 2 passport sized photos 5 and 6 if

Under 16s
will not
need an
Identity

Change of Circumstances

vy

Fillin Sections 1, 2, 3, and 9.
Include Sections 4, 5 and 6 if applicable.

Include evidence of the changes e.g. Adoption Order, other legal documents etc
for name change.

Notee= a child’s name cannot be changed without the permission of all those who
have narental resnnnsihilitv Please nhone the Passnort Advice line or visit the

Renewal - Fill in sections 1, 2, 3, 4, and
9. Fillin section 6 if aged 12-15. If 11 or
under; also fill in Section 10 and two

passport photos on countersigned by
the nerson who has sinned section 10

Replacement

Lost/Stolen?
Fill in Sections
1,2,3,4,9

& 10.Include
Section 5 &6 if
applicable

Damaged
Passport?

Fill in sections 1, 2, 3,
9,

10 and section 4

v

] v

Send in passport application form, the correct fee, supporting documents and two photos.

|

Wait for a letter
advising how to
honok an ldentitv

When received letter, book
> and gttend an Identity
Interview. Social worker /
Residential worker should
attend with the Youna



http://www.ips.gov.uk/

CHECKLIST

Application What you need Check and Post Premium Fast Track
type to send send
All applications «Correctly filled-in
passport
application form;
=Two recent
passport photos;
=The correct fee
Plus you also
need to send;
FiI’St Ch”d o Correct
Passport supporting
Documents;
- one of two v v not available v
photos
Certified by
countersignature
First Passport 12- | «as above and
15 years child needs to sign v v not available v
section 6
First Passport 16 | = as above and
9 young person v v not available not available
needs to sign
sections 6 and 9
Renewal of a e the child’s v v v v
Child current passport
Passport
Replacement of Odamaged
lost, stolen, passport( if this
missing or applies)
damaged form LSo1(if this
passport applies and not v v not available v
already sentin
= one of the two
photos must be
certified by
counter signatory
Changesto a ethe correct Only available
Passport e.g. supporting v v for cert_ain pres v
change of name | documents of application
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