
Please confirm that the ID card holder will continue to be in paid employment by your organisation 
whilst the ID card is deactivated?

Security ID Card Holders Details

ID N° Name Deactivation Date

AC2000 Updated 

Misc 3 - Temporary Deactivation 

version: 13/07/2018

Date

Name

Organisation

Date

Signature

Yes No

All organisations are to ensure that they have a system in place to notify the relevant ID Centre for the 
temporary deactivation of a Security ID card.  For example; employees who are due to take maternity leave or 
are on long term sick leave.  (MAN only -  ID cards are required to be returned to the ID Centre during the 
period).  The individual may need to attend the relevant ID Centre with their Identity documents to have the 
Security ID card reactivated or reissued. 

To reactivate a Security ID card Authorised Signatories are required to submit to the relevant ID Centre a 
`reactivation' form along with any supporting documents when they can confirm the reactivation date (no 
more than 28 days in advance & no less than 1 working days' notice).  

There are variable circumstances that change the reactivation process, from the length of time the ID has been 
deactivated, the reason for deactivation, contact with the ID holder whilst deactivated & the whereabouts of 
the ID holder whilst deactivated.  In some instances a new background check will need to be carried out 
including new Criminal Record Checks (including Overseas), referencing etc.  Reactivation requests that 
require a new background check will incur a charge to the organisation and will require additional notice.

Was this Security ID card registered for use at any other UK airport? Yes (list Airports)No

Org. Prefix

Reason for deactivation? Sick leaveMaternity leave

Yes No

Further details

I request the above named person's Security ID Card to be temporarily deactivated from the 
Security ID System for the reasons detailed above. 
(The maximum period of suspension is 12 months. Security ID cards will be automatically 
cancelled after this period).

ID Centre Use Only

Airports Notified
N/AYes

Signature

Provisional Reactivation Date

Authorised Signatory

Please refer to the issuing ID Centre for local rules on securing the ID card during deactivation. 
(MAN only - The Security ID card must be returned with 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, but within 
3 months.  Please do not use sticky tape to attach cards to this form!)
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