
 

 

Smartcards FAQ 
 

 How do I make a smartcard Registration or Position assignment request? 
 What documents do I need to bring with me when I am registering for a Smartcard? 
  I don’t have a valid Passport or Photo-card Driving License. What do I need to bring 

with me to register for a Smartcard?  
 I already have a Smartcard from my previous employer. Do I need to register for a 

new card? 
 Locums, agency staff and other external staff: How do they get registered for a 

Smartcard? 
  I’ve locked/blocked my Smartcard, how do I get it unlocked? 
 Can I share my Smartcard? 
 How do I report a lost, stolen or damaged card? How do I get a replacement? 
  Do I need to return my Smartcard if I leave the Organisation’s employment to join 

another NHS/ Healthcare organisation? 
 What happens if I forget my Smartcard? 
 What do I do if my card is used by someone else? 
 What do I do if my name changes? 
 What do I do if I cannot see the application I require? 
 What if I am leaving to join another NHS/ Healthcare organisation 
 Can I self- unlock my Smartcard? 
 To self-unlock your smartcard 

 

 

How do I make a smartcard Registration or Position assignment request? 
RA Sponsor/Managers needs to log a request with the RA Team by email to 
itservicedesk@bhrccgs.nhs.uk, or by phone on 020 3416 5900 with the details of the 

organisation, the applicant and access level requirements. 

 
What documents do I need to bring with me when I am registering for a Smartcard? 
Please bring valid (in date) and originals only: 

 

1x Photographic ID (passport, photo card driving licence or Biometric Residency Card) 
plus 2x recent proof of address (utility bills, credit card or bank statement, council tax bill 

etc. that are dated within the last 3 months.) Or 

 

2x photo ID and 1x proof of address documents are required to register for a smartcard. 
We can’t register you for a Smartcard without these 3 documents. (copies are not 
acceptable). 

 

For more details about acceptable ID documentation: See Smartcard Identity Requirements and T&C 
BHR Docs 

http://lgnet/smartcards#Smartcard%20Documents
mailto:itservicedesk@bhrccgs.nhs.uk


I don’t have a valid Passport or Photo-card Driving License. What do I need to bring with me 
to register for a Smartcard? 

In such cases, please bring a signed photo of yourself and a supporting statement by a 
person of standing in the community, 2x original proof of non-photographic ID like birth 

certificate or marriage certificate as identification document, and another 2x recent proof 
of home address (copies are not acceptable). For more details about acceptable ID 

documentation: See Smartcard Identity Requirements and T&C BHR Docs 

 
 

I already have a Smartcard from my previous employer. Do I need to register for a new card? 
If you already have Smartcard from a previous place of work, simply bring it or provide the details to 

the RA Team and we will reassign it to our Organisation once it’s been checked ready for use. 

 
 

Locums, Agency staff and other external staff: How do they get registered for a Smartcard? 
All agency staff, Pharmacy, Out of Hours staffs and locums who work within the Organisation will 

need to register for their own Smartcard or get their Smartcard from their previous placement 
Re- assigned to the Organisation. Registrations are exactly the same as for other staff, an 

original/valid 1x proof of photo ID plus 2x recent Proof of Address will need to be 
provided. 

Access for locums, agency staff and other external staff is time-limited i.e. usually one period from 
the date the Smartcard is handed out, but can be extended where access is required. 

 
I’ve locked/blocked my Smartcard, how do I get it unlocked? 
Dedicated Smartcard Unlockers and Local Sponsors/Managers on site can unlock colleagues’ cards; 
(Your card get blocked when you enter an incorrect Passcode three times). 

If this option isn’t available, the Smartcard (RA) Teams can also unlock Smartcards during office 
hours 9am-5pm Mon-Fri (Appointment Only); Please call ahead, to ensure the team are available to 

assist you. 

 

Can I share my Smartcard? 
It is against the Organisation’s Information Governance policies to allow staff to share their 

Smartcards with other colleagues. It is your Smartcard and only you are allowed access to use it. You 
are responsible for all access and entries made under your name. Should you allow other staff to use 

your Smart Card you may be subject to staff disciplinary. 

 

How do I report a lost, stolen or damaged card? How do I get a replacement? 
Contact the RA Team by Phone or email. The Organisation may charge you a fee of £10.00 for the re- 

issuance of lost Smartcards for those staff who are frequent offenders. No charges are applicable for 
stolen (police crime number may be required) or damaged Smartcards or those that have stopped 

working. 

 

Do I need to return my Smartcard if I leave the Organisation’s employment to join another 
NHS/ Healthcare organisation? 
No. You can keep your smartcard unless you are retiring or leaving the NHS completely. If you are 

transferring to another NHS organisation you will simply just transfer your Smartcard credentials to 
that site. The manager/Sponsor needs to notify the RA Team of leavers, so access can be revoked in 

a timely manner. 
 

What happens if I forget my Smartcard? 
You will be unable to access any applications that require a smartcard, and will have to work ’off-line’. 

You should never borrow or use anyone else’s card. 



What do I do if my card is used by someone else? 
If you know your card has been used by someone else, you must inform your Registration Authority 

and your Sponsor immediately. 

 

What do I do if my name changes? 
You need to tell your Sponsor and/or contact the local RA Service and provide proof of your new 

name. 

 
What do I do if I cannot see the application I require? 
Contact your Sponsor or the local RA Service to check you have been registered correctly. Sponsor 

approval is required for all access request/modifications. 
 

What if I am leaving to join another NHS/ Healthcare organisation? 
The manager/Sponsor needs to notify the RA Team of leavers, so access can be revoked 

in a timely manner. Your Registration Authority team will remove the profile for the organisation 

you are leaving. If you are likely to move to another NHS organisation then you keep your Smartcard. 

 

Can I self- unlock my Smartcard? 

By registering for the Self Service facility, you will be able to unlock your Smartcard without the need to contact 

your RA Sponsor or manager (subject to correct software on PC).  

 

To register for the self-service facility: Log into your profile page on CIS via 
https://portal.national.ncrs.nhs.uk/portal/dt (Do not user Google Chrome) and then select  

 “Launch Care Identity Service”. Once on your profile page in CIS, click the ‘’Register’’ Button  

under the Self Service section. 

To self-unlock your smartcard  

Use this link: https://uim.national.ncrs.nhs.uk/selfservicewebapp/unlockCardStart 

 

https://portal.national.ncrs.nhs.uk/portal/dt
https://uim.national.ncrs.nhs.uk/selfservicewebapp/unlockCardStart

