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Misc 3 - Temporary Deactivation of a Security ID card, Guidance Notes
General Notes
●         All companies are to ensure that they have a system in place to notify the ID Centre using 'Misc 3 - Temporary Deactivation' form for the temporary deactivation of a Security ID card.  For example; employees who are due to take maternity leave and employees who are on long term sick leave. 
 
●         To reactivate a Security ID card Authorised signatories are required to notify the ID Centre using 'Misc 4 -  Reactivation' form along with any supporting documents when they can confirm the reactivation date (no more than 28 days in advance and no less than 24 hours notice).  The individual will need to attend the ID Centre with their Identity documents to have the Security ID card reissued.
 
●         There are variable circumstances that changes the reactivation process, from the length of time the ID card has been deactivated, the reason for deactivation, contact with the ID holder while deactivated and the whereabouts of the ID holder while deactivated.  In some instances a new background check will need to be carried out, include new Criminal Record Checks (including Overseas), referencing etc.
 
●         It is a DfT / CAA regulation that a Security ID card not used for a period of 60 days shall be suspended known as 'Parked'.  The ID Centre will notify all companies when a Security ID card has 'Parked'.  At this time the Authorised Signatory should either reactivate the Security ID using 'Misc 4 - Reactivation' form or if applicable arranged to have the Security ID card deactivated using 'Misc 3 - Temporary Deactivation' form.  
         
         
Please read the guidance note before completion by an Authorised Signatory
Applicants Name
Reason for Deactivation
Misc 3 - Temporary Deactivation version: 03/08/2015
Please attach the Security ID card to this form, which will be held at the ID Centre until re-activation.
(ID's deactivated due to sick leave that are not available, should be returned at a later date as soon as possible)
Further details
Please confirm that the Security ID card holder will continue to be in paid employment by your organisation whilst the ID card is deactivated.
Deactivation Date 
Provisional Reactivation Date 
Please confirm whether that the Security ID card has been returned with this form.
I request the above named person's Security ID Card to be temporarily deactivated from Security ID System for the reasons detailed above.
• The individual will be required to attend the ID Centre with their Identity documentation following the re-activation request by an Authorised Signatory.
• The maximum period of suspension is 18 months. Security ID cards will be automatically cancelled after this period.
(Required to be pre-agreed with the ID Centre Manager, details of the agreement should be provided below)
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