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Culham Science Centre is operated by the United Kingdom Atomic Energy Authority (UKAEA) and is
regulated by the Office of Civil Nuclear Security (OCNS) which stipulates the requirement for all site
personnel to hold an Authority-issued pass.
Site passes are official government documents. The unauthorised possession, use,
retention, alteration, destruction or transfer to another person is contrary to the Civil Nuclear
Security Standard 3 which is issued by OCNS.
1.

SITE PASS APPLICATION

Current forms should be obtained from Commercial Property Group (CPG). Pass applications not on
the correct form will be returned to sender.
Complete Part A only
CPG Sponsoring Manager completes the remaining details.

Please see notes below (found on the reverse of the form)
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In order to comply with the Immigration, Asylum and Nationality Act 2006 (also known as the 2006
Act), the following must apply to all pass applications submitted for processing.
It is in your company’s interest to check the validity of the ID supplied and your responsibility to
ensure that the original current/in date ID is produced and a copy taken. The photocopy is then
certified by signing and dating it adding the wording "Certified true copy of original" together with
your signature and date.



NOTE: Any incorrect or missing data may delay the issue of a site pass.
NOTE: A Local Management Check form is no longer required

2. RENEWALS
If a person is remaining on site, and their permanent pass is due for renewal, a current Request for
Site Pass form (shown above) should be completed and sent to CPG before the original pass
expires.
When the person is notified that their pass is ready to collect, they will need to take their old pass to
hand over to the Pass Office before picking up their replacement pass.


NOTE: The replacement pass should be collected prior to the expiry date of the old
pass.

Failure to organise a replacement pass prior to the expiry date could result in the expired pass being
removed by security staff on entry to site and the person concerned needing a Visitor Pass to gain
entry onto site until a new permanent pass is obtained.
3.

BUILDING FOB ACCESS (if required)

Where a building access fob is required, this form needs to accompany the Request for Site Pass
form completing the coloured sections as shown below. The middle section (highlighted in green)
should be completed either by a company manager or the person processing the application. After
the applicant has collected their pass, they should come to CPG to collect their fob.
This form is not required for any renewals.

.
In the event of a person losing their fob, please contact CPG for a replacement.
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The completed application forms, together with a certified copy of the ID should be brought to CPG
for checking and signing. CPG then forward these to the Pass Office. The Pass Office will notify
CPG when the pass is ready for collection who, in turn, will notify you.
The Pass Office is open Tuesday, Wednesday and Thursday each week from 1000-1200 hrs
New Starters – When collecting their pass, they must again produce the original of the ID submitted
with their application.
4.

LOST PASS

In the event of a person losing their site pass a Lost Pass Form should be completed and taken or
sent directly to the Pass Office. A replacement pass will usually be ready for collection after a period
of 5 days has elapsed following submission of the form in case the pass should re-appear.

If a person attends site less than once a month, a permanent pass should not be requested. Instead
a Visitor Pass should be raised using the On-line Visitor Management System (OVMS) and sent to
Main Gate Reception prior to attendance on site. For details on registering for OVMS see
www.culham.org.uk/Occupiers-Area/.
5. LONG TERM ABSENCE / CEASING EMPLOYMENT
As with staff leaving your employ, anyone on long term absence (8 weeks or longer) which would
include sabbatical, maternity, paternity etc., should now hand their pass and fob (where appropriate)
in to you to surrender to CPG for safe keeping. On return to site they should follow the standard
procedure and attend at Reception to get a day pass and then arrange to collect their pass from
CPG (provided it is still in date) or arrange for a new pass.
If passes and fobs are not returned, the UKAEA Pass Office will write to the ex-employee to ask for
the return of the pass (and fob where applicable).
If an employee dies whilst in service, CPG should be notified as soon as possible in order to avoid
letters being sent to the bereaved family.
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