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How many have 
applied for a 
passport?



Where to 
start?

• The first place to start is working out if it is a 
fresh application (So a new one) or a 
renewal

• If New Passport follow these steps…



Does the child have a birth certificate?

Does the Parent(s) have a Birth certificate?

If Parent is born after 1983 then grandparent 
birth certificate will be required

Does the child have a photo which is applicable to 
UK passport photo standard?  DO they have a 
Photo code?

Do we have a copy of the Care Order



What I do 
next?

• Get the Birth certificates ordered, online 
applications can be done and a fee will be 
applied.  You will need lots of details such as 
full name, DOBs and parents details.  It is 
important to note you must order the birth 
certificate from the place the individual is 
born.  

• Birth certificates take a long time to come 
through so ordering them early is key.

• It is so important that when a Photo Code 
has been received it is only valid for 30 days 
so time is ticking…



What to do 
next…

• Once you have all of the birth 
certificates, photo and Care order, 
this is when the fun starts 



Continued…

• Start the application online at 
https://www.gov.uk/apply-renew-passport

• Go through the form by in putting the details they 
are wanting including uploading the photo, or 
photo code.

• Make the payment online using Pre Payment card.  
It is cheaper to do online application than paper 
application as these will need processing at post 
office, who will add an additional cost for ‘check 
and send’.

• The Authentication page or verifying the photo ,  
this is the Social worker or team manager.  They 
must have a valid UK passport and complete the 
task within 24 hours of the application completed.

• On the last page it will ask you to send the birth 
certificates and document to one of there passport 
offices.

• If Care order has other sibling details then print and 
using redact the other name(s) or if no Care order 
ask Duty Solicitor to send you one and they can also 
redact if only one application is being made 

https://www.gov.uk/apply-renew-passport


one thing you 
must send

• A letter to confirm that the young person is in 
care will be needed.  

• The letter gives details of the application 
reference number and we have a standard letter 
that is completed with the relevant details.  

• This letter can be signed by Team manager as it 
saves the agony of not accepting the application.

• It is advised that the passport is sent to the child 
young person address and the documents to the 
office (Due to potential GDPR).  

• Ask carer or Key workers to take a picture of the 
passport and send to you or Social worker to put 
on Mosaic for future reference 



Renewals 

• Renewals can be slightly easier.  And I Mean slightly easier 

• You apply online at https://www.gov.uk/renew-adult-
passport/renew

• So after getting picture or photo code from carer/ 
placement do the application as you did the first.

• This time they will ask for previous passport details.  Put in 
the details of the old passport number and continue to 
authentication page and follow same process so Social 
Worker or Team manager to authenticate the picture.

• Make the payment 

• You will need to send a letter for the renewal to state the 
child/ YP is in care and where you wish for the passport to 
be sent.  Also send the Care Order.  You can redact sibling 
(If doing only 1 child)  details from Duty Solicitor (Legal 
Services) or use a Sharpie

• Old Passport to be sent 

• Job done!! 

https://www.gov.uk/renew-adult-passport/renew


Things to 
remember also



If the child is between 12-15 
years of age, if doing paper 
application, they must sign 

Section 6 and person with PR 
signs section 9 and 10  



If a name change is needed, then it 
must be done legally.  The Care order 

will clearly state that the child may 
not be known by any other name (s).  
Social worker will need to seek Legal 

advice prior to application for 
passport being made 



Any other 
questions 
?

https://www.gov.uk/government/publications/applying-for-a-passport/guidance-for-paper-

passport-applications-accessible 

 

Guidance and policy 


