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Direction  
 
1. Chief of Defence People has directed that all Regular and Full Time Reserve Service - 

Full Commitment (FTRS-FC) Service personnel (SP), Units and Establishments are to 

undertake actions to update records on the Joint Personnel Administration (JPA) 

system. 

 

2. These updates are mandated for completion by 12th April 2024 to update and improve 

data quality on JPA and to inform the review of the Modernised Accommodation Offer 

(MAO).  
 

3. This JPA update will be used in conjunction with a survey available to all Regular and 

FTRS-FC personnel to understand the demand for family accommodation. The survey 

will open on Monday 18th March 2024 and close on Monday 1st April 2024.   

 

4. Service personnel (SP), Units and Establishments are jointly instructed to ensure that 

JPA records accurately reflect SP’s relationship status and number of children as 

follows: 

 

a. Recording the correct SP relationship status by: 

 
i. Ensuring the correct PStatCat is recorded,  

 
  and where applicable,  

 

ii. Registering and validating a Long-Term Relationship (Recorded) – 

LTR(R), or a Long Term Relationship (Established) – LTR(E).  

 
b. Recording permanently resident children of SP (and children of the SP’s LTR(E) 

partner, spouse or civil partner). 

 

c. Recording children of SP (and children of the SP’s LTR(E) partner, spouse or 

civil partner) who reside with the SP for greater than 80 nights per annum. 

 

d. Ensure children recorded on JPA have an accurate Date of Birth recorded. 

 

5. Further guidance on entitlement criteria, and how to record LTR and children on JPA 

can be found at Annexes A - H which provide the detailed actions to be undertaken by 

SP, Units and Establishments. 

 

6. Any queries regarding this DIN should be directed to people-accom-asc@mod.gov.uk 

in the first instance.  

  

mailto:people-accom-asc@mod.gov.uk


 

 

Annex A to  
2024DIN01-028 

Dated 12 Mar 2024 
 

JSP policy direction and guidance on recording LTR & Children 

Extracted from: JSP464_Vol1_Part1 Chapter 1, Section IV, Paras 0114, 0116, 0117, 0119, 0120. 

 
0114.  Definition of an established LTR.   The definition of an established LTR for 
cohabitation in SFA, and method of registration, will follow the LTR criteria laid down in 
Paragraph 0116 below and applies to all SP wishing to cohabit.  Cohabitation will not be 
permitted until the LTR is approved and recorded on the SP’s personnel record on JPA as 
established.   
 

 

0116. Long Term Relationship - Eligibility Policy (LTR(E)).  In order to be eligible to 
cohabit in surplus SFA, SP must be in an LTR(E) that is recognised by Defence and 
recorded as such on JPA. No entitlement exists to accommodation or eligibility to any 
other supporting payments or allowances based on the LTR(E) status. In order to cohabit 
in such SFA, an LTR(E) relationship must meet one of the following criteria and permission 
must be given in advance by Unit HR for SP either already occupying surplus SFA or 
submitting a new application: 
 

a. Completion of a registration period of 365 days in a Long-Term Relationship 

(Recorded) LTR(R).  An SP may record a new relationship on JPA, via Self-service 

(refer to Annex A of the JSP for the process – also provided at Annex B to this DIN). 

Should the SP’s relationship continue for the minimum period of 365 days, the SP 

can then produce the evidence required to demonstrate that the relationship meets 

the LTR(E) criteria and that the relationship has endured for equal to or greater than 

365 days.1 The burden of proof to demonstrate a genuine, enduring relationship 

falls on the SP2.      

  

b. Providing evidence of an existing relationship that has endured for equal to 

or greater than 365 days.  An SP may achieve LTR(E) status without undergoing a 

JPA Self-service recorded period if they can already demonstrate the relationship 

has extended for a period of greater than or equal to 365 days2. The SP must have 

their LTR(E) status recorded on JPA by HR staff using the Application Form at 

Annex C to Chapter 1. The burden of proof to satisfactorily demonstrate a prior 

existing relationship falls on the SP3.  

 

 
  

0117.  SP wishing to record a relationship, or have an existing LTR recognised by 
Defence, are to complete the application process either manually (Annexes A - C) or 
digitally for recognition of an LTR. The application requires SP to provide a written 

 
1 A guide to the process of registering and recording a LTR can be found at Annex A.  
2 A guide to acceptable evidence of an established relationship can be found at Annex B.  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf


 

 

declaration describing the relationship, plus evidence to support their case as stipulated at 
Annex B and this is to be signed off by an appropriate authorising officer. Where SP are 
unable to provide the specified evidence but believe they can provide compelling 
alternative evidence to demonstrate their LTR, they should submit casework providing 
alternative evidence and justification, through their Unit HR to their Chain of Command 
(CoC).  If CoC support the case, they should forward it to CDP Accommodation Policy 
staffs for a decision.  Further detail on the application process and acceptable evidence 
can be found at Annexes A and B to Chapter 1. 
 

 

0119.   Child/ren of Long-Term Relationships.  Child/ren of a recognised LTR(E) 
may also be recognised when requesting to cohabit in surplus SFA. Child/ren will qualify 
as outlined below but will have no absolute entitlement to accommodation or eligible for 
any other supporting payments or allowances based on the parent’s LTR(E) status. The 
burden of proof and production of evidence demonstrating eligible child/ren falls on the 
SP3.  Where the child/ren are solely of the LTR(E) partner and not the SP, the burden 
remains with the SP to demonstrate eligibility. Child/ren of a recognised partner can be 
registered/established at the same time as the long-term relationship in the application 
process detailed at Annex A.   
 

  
0120. Child/ren of SP with recognised LTR(E) status are eligible to occupy surplus SFA 
accommodation when the child/ren meets the criteria a) or b) as a child/ren of either the 
SP, the LTR partner, or of both individuals: 
    

a. A child defined as:  

  
• A legitimate or legitimated child or stepchild of the SP or the LTR partner;   

  
or  
• A child statutorily adopted by either the SP or the LTR partner;   

  
or  
• A child of the family (from a previous relationship)4 of either the SP or the 

LTR partner.   

  
or  

• A fostered child of the SP or the LTR partner  

  
and  

 
3 Acceptable evidence is a Birth Certificate for the child/ren bearing the SP’s and/or the SP’s recognised 
partner’s name. Or a legal document confirming the SP’s and/or the SP’s recognised partner’s 
custody/guardianship of the child/ren. This evidence must confirm the child dependant/s meet either criteria 
a) or b) above.   
4 Child of the family is a legal term meaning any other child who is being brought up in the household of the 
husband/wife/civil partner at their expense or was so being brought up immediately before the spouses/civil 
partners were estranged, separated by legal order, divorced or the civil partnership was dissolved or before 
the death of the husband, wife or civil partner.  



 

 

• who is below the age of majority (18 years).  If over that age, a son or daughter 

must be 24 years or under, unmarried or not in a civil partnership and in receipt 

of full-time education at a school, college or university (studying for a first degree 

only), or be out of full-time education for up to one year between secondary 

education and further education,   

 
and  
• who is ordinarily anticipated to be resident with the SP and the LTR partner 

within the SFA property for over 80 nights per calendar year.   

  
      b. Another Child, defined as:  
 

• a child who is 18 years old or over,   

  
and  

• is normally resident with the SP and the LTR partner,   

  
and  

• who is certified by a medical authority to be suffering from physical or mental 

infirmity (requiring long-term or permanent care).  

  
Only those children listed within this policy will be recognised as eligible for surplus SFA 
accommodation support.  
  



 

 

Annex B to  
2024DIN01-028 

Dated 12 Mar 2024 
------------------------- 

APPLICATION PROCESS TO REGISTER AND RECORD A LONG-TERM 
RELATIONSHIP (LTR) (Extracted from Annex A to Ch 1 to JSP464_Vol1_Part1.) 

 

 
5 A relationship that has not extended beyond 365 days (<365 days). Once registered, this is referred to as a Registered 
Long-Term Relationship – LTR(R). 
6 An established relationship that has extended beyond ≥365 days. This is referred to as an Established Long-Term 
Relationship – LTR(E). This status may be achieved either through the completion of a 365-day registration period, or by 
the endorsement of a prior existing relationship which has extended ≥365 days, only when suitable evidence can be 
produced and approved.  

Status 
SP Activities 

Day 0  Day ≥365 

 
LTR(R) 5 

 
Register (and 

establish) a new 
relationship 

1. SP must record the relationship via JPA self-
service (Personal Information>Contacts>Add). 
Further guidance can be found in the Self Service 
User Guide IN514034 found in the JPA User 
Guides located at the JPA Log-In screen.  The 
Relationship type selected on JPA at the early 
stage of the relationship, does not affect later 
eligibility but it is liklely to be the relationship type 
of Boyfriend, Girfriend or Domestic Partner. The 
date from which the relationship commenced must 
be on or before the date of entering the 
relationship onto JPA. The SP does not need to 
notify the Unit HR staff of this new Contact, as the 
SP may not know at this time, that the relationship 
will develop into a Long Term Relationship.  
2. SP must also register any legitimate child/ren of 
the domestic partner under the 'Domestic Partner 
Child' field at the same time as their parent in 
order for the child/ren to be recognised by 
Defence as dependants of the SP in the future. 

3. SP collects and 
retains details of 
events and 
documents over 
the following 365 
days which can be 
used in the future 
to evidence the 
relationship. 
Acceptable 
evidence must be 
the original 
documents and be 
dated on or before 
the date of the 
commencement of 
the relationship, 
as recorded at 
Day 0 on JPA, 
and must comply 
with the guidance 
in Annex B to this 
policy. 

4. SP is to present their 
written declaration and 
evidence, in accordance with 
Annex B, to the Authorising 
Officer/Unit HR and request 
the relationship be converted 
to LTR(E) status on JPA. 
This cannot be done earlier 
than 365 days after the date 
of registering the LTR(R), 
however it can be done after 
the 365 days if required (in 
order for the SP to gather all 
necessary evidence to 
demonstrate the relationship 
has extended ≥365 days).  
5. If approved, the 
relationship is recorded as 
LTR(E) on JPA from the date 
of approval and the 
relationship, plus any 
child/ren also registered at 
Day 0, are recognised by 
Defence.    

 
LTR(E) 6 

 
Record an 

already 
established 
relationship 

 

1. SP assesses their existing relationship against 
the policy criteria detailed within JSP 464 Chapter 
1 and Annex B. Where an existing long-term 
relationship already meets the policy criteria SP 
can request their partner, and any legitimate 
child/ren of the partner, be recorded as a LTR(E) 
relationship.  
2. Prior to proceeding with the application, SP 
must enter the details of their partner and any 
qualifying dependant/s of the partner onto  JPA via 
the Self Service tool (See Self Service User Guide 
IN514034). ‘The commencement date of the 
relationship on JPA should coincide with the dates 
of the evidence detailed at Annex B, i.e.365 days 
before the date of the application.  
3. SP are to present their application, written 
statement and evidence, in accordance with 
Annex B, to Unit HR. Acceptable evidence must 
be the original documents and be dated greater 
than 365 days.  
4. If the application is approved, the relationship is 
recorded on JPA as LTR(E) from the date of 
approval. The Unit HR are to follow the procedure 
outlined in JPA Business Process Guide 
IN914005. 

N/A N/A 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
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https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
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------------------------- 

 

GUIDE TO ACCEPTABLE EVIDENCE PROVING A LONG-TERM 
RELATIONSHIP (LTR) (Extracted from Annex B to Ch 1 to JSP464_Vol1_Part1.) 

 

A LTR(E) relationship must be endorsed and approved by Unit HR in accordance with the 
processes at Annex A. Acceptable evidence to demonstrate a LTR(E) is to be provided by 
the SP through the submission of an ‘Application for Recognition of an Established 
Relationship – LTR(E)’ form and in accordance with the table below.  All SP wishing to 
demonstrate a LTR(E) relationship must sign a written declaration or confirm 
digitally (Section 1) and then also provide either: 

i. One piece of additional evidence from Section A 

or 

ii. A minimum of Three further additional evidence documents, Two from Section B 
and One from Section C.  

N.B. All documents must be originals.   

Section Requirement Detail 

1.  A signed declaration 
confirming that:  

o  

• You are not legally married to your partner. 

• You are not in a civil partnership with your partner.  

• You are not related to your partner. 

• You have been in a relationship with your partner for ≥365 days. 

• You are seeking recognition of your established Long-Term relationship 

from [date].   

• You attach the required evidence to support your declaration. 

• If you choose to cohabit with your LTR partner, you will no longer be 

eligible to receive the single person reduction in Council Tax (CILOCT) 

charge.  

• If you choose to cohabit with your LTR partner, you are aware of any 

effect this may have on your, or your partners’, child benefits, or other 

benefits you may currently be entitled to as a single person. 

• If you choose to cohabit with your LTR partner, you are not eligible to 

receive any additional allowances in support of your cohabitation.   

 

 

Plus, either: 
ONE document from Section A 
or 
THREE further documents; TWO from Section B and ONE from section C.  

Section Requirement  Detail  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf
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7 See JSP 905, paras 78.1 – 84.8, 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/926986/1
5.10.2020_JSP_905_Part_1_V2.0_Aug_2020_-_CB_Final.pdf  

A.  Evidence documents 
- proof of joint 
children. 
 
Evidence that you and 
your partner are joint 
parents of shared 
child/ren.  

• A birth certificate of your child showing the names of both partners. 

• Proof of adoption of your child showing the names of both partners. 

 

B.  Evidence documents 
- ≥365 days old. 
 
Evidence of your 
financial or domestic 
commitment to each 
other. 
 

o  

o  

• Proof that your partner acts as carer for your child/ren during periods of 

absence from your home that are directly attributable to your service in the 

Armed Forces. (Periods of absence defined as exercises, deployments, 

courses.)  

• Proof that you are the legal guardian of your partner’s child/ren, or your 

partner is a legal guardian of your child/ren. 

• Proof that you accept financial responsibility for your partner’s child/ren, or 

your partner accepts financial responsibility for your child/ren. 

• Proof that you and your partner foster a child/ren together.  

• Mortgage or Tenancy documents showing joint ownership or rental of a 

property. 

• Joint bank account.  

• Proof of financial support to the other partner. Transferring of funds 

between partners (including the transfer of funds home to a partner 

overseas i.e. for Foreign & Commonwealth SP). 

• Proof that both partners’ names are on the Electoral Roll at a shared 

address. 

• A Council Tax bill for the same property in joint names. 

• Loan documentation of major assets such as homes, cars or major 

appliances in both partners’ names. 

• Utility bills in both names. 

• Two separate utility bills (one in each partners name) that evidences the 

same address. 

• Life Insurance that shows your partner as the beneficiary.    

• The terms of your wills. 

• Proof that you have granted Power of Attorney to your partner.   

• Armed Forces Pension Scheme (AFPS) Benefit Information Statement 

(BIS).  Your partner can be nominated as the recipient of the Death Benefit 

Lump Sum7 utilising the AFPS Form 2, with the nomination confirmed on the 

BIS received annually by the SP. 

C.  Recent evidence –  
<90 days old. 
 
Current evidence of 
your enduring financial 
or domestic 
commitment to each 
other.  

• Any document listed in Section B above showing a date within the last 90 

days. This is required to demonstrate that the relationship continues to 

endure. 

• The AFPS BIS is received by all SP annually, shortly after their birthday.  A 

second BIS can be requested, free of charge and once the AFPS Form 2 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/926986/15.10.2020_JSP_905_Part_1_V2.0_Aug_2020_-_CB_Final.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/926986/15.10.2020_JSP_905_Part_1_V2.0_Aug_2020_-_CB_Final.pdf
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8 https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents2/RE907001.pdf  

o  has been processed, through the process outlined in JPA BPG RE907001 - 

HR Admin/SP Access to Pensions process and advice8. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents2/RE907001.pdf
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APPLICATION FOR RECOGNITION OF AN ESTABLISHED 
RELATIONSHIP – LTR(E) (Extracted from Annex C to Ch 1 to JSP464_Vol1_Part1.) 

 

Section A – Service Person 
 

Service Number 
 
 

Rank 
 

Initials 
 

Surname 
 

Service 
 
 

Unit/Ship 
 
 

Residence at work address: 
 
 
 
 

 
Section B – Recognised Partner and Child/ren 
 
Partner’s Details: 
 

Title 
 
 

Forename(s) Surname 
 
 

Address if different to applicant 
 
 
 
 

If serving – Number, Rank and Unit 
 
 
 
 

 
Child/ren of the LTR(E) partner also to be registered/established:  
 

Child 1 

Title 
 
 

Forename(s) Surname 
 
 

Address if different to applicant 
 
 
 
 

 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf


 

Child 2 

Title 
 
 

Forename(s) Surname 
 
 
 

Address if different to applicant 
 
 
 
 

 

Child 3 

Title 
 
 

Forename(s) Surname 
 
 

Address if different to applicant 
 
 
 
 

 

Child 4 

Title 
 
 

Forename(s) Surname 
 
 

Address if different to applicant 
 
 
 
 

 
Section C - Service Person declaration (tick and sign to confirm agreement) 
 
i. I am not legally married to my partner detailed within Section B of this form.   
 
ii. I am not in a Civil Partnership with my partner detailed within Section B of this form.  
 
iii. I am not related to my partner detailed within Section B of this form.  
 
iv. I have been in a relationship with my partner detailed within Section B of this form 
since: _________ (insert date). 
 
v. I am seeking recognition of my relationship with the person named in Section B, with 
whom I have been in a relationship with for a minimum of 365 days.  
 
I attach the following evidence to support my declaration: 
 

A. Proof of Joint Children x 1.......................................................(document name) 
or 

B. >365 days Evidence x 2 ……..................................................(document name) 
and 

C. Recent Evidence x 1……………………………………………  (document name) 



 

 
vi. I understand that if I choose to cohabit with my partner, I will not be eligible to receive 
the single person reduction in Council Tax (CILOCT) charge.  
 
vii. I understand that if I choose to cohabit with my partner, I will not be eligible to receive 
any additional allowances in support of cohabitation and that cohabitation is deemed as 
unaccompanied service.  
 
viii. I am aware that if I choose to cohabit with my partner, I understand the effects of this 
may have on any existing child benefits, or other benefits which I, or my partner, are 
presently entitled to as a single person.  
 
DATA PROTECTION ACT 2018 
 
PLEASE NOTE 
 

I understand and accept that in pursuing this application the Defence Infrastructure 
Organisation and their contracted agents may use the data provided in connection with 
activities concerned with the provision and improvement of the Service Families 
Accommodation service. I understand and accept that the Defence Infrastructure 
Organisation may be required to release certain information to external agencies, agencies 
and bodies within the MOD (e.g. Pay/Record Offices, Local Commands etc.) and that this 
will take place in accordance with the provisions of the Data Protection Act 2018. 
 

Signature 
 

Name Date 
 
 

 
 

Section D – Authorising Officer’s Signature (tick and sign to confirm agreement) 
 
     I certify that I have seen the supporting documentation and the relationship is 
recognised as an established LTR(E) from the date of this signed authorised application.  

or 

     The relationship is not recognised. Further information is required for the following 
reasons: 

 
 
 
 
 
 

 
 

Signature Name  Date 
 
 

Rank/Appointment 
 

 
 



 

 
Section E - Unit HR Staff Action (tick and sign to confirm agreement) 
 
I certify that all necessary action on JPA has been completed.  
 
I certify that copies of all relevant documentation are attached and retained in personal 
documents.  
 
On completion of this application Unit HR staff are to record the established relationship on 
JPA as LTR(E). 
 
The Service Person is to review the following: 
 

a) Details of child(ren) on JPA (birth certificates to be produced) 

b) Review Emergency Contact details on JPA 

c) Complete new Will form (MOD Form 106) if needed. 

d) Review Pension Form 2 (AFPS Form 2) nomination. 

 
 

Service Person Signature 
 
 

Name Date 

Unit HR Signature Name  Date 
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Start 
Relationship 
Begins 

SP records partner and any chid/ren of the partner within the 
‘Dependent and Beneficiary’ contact field of JPA as 
‘Boyfriend/Girl Friend/Domestic Partner’ and ‘Domestic 
Partner Child’ 

Relationship continues for 
≥365 days? 

No 

Yes 

SP to remove registered partner 
and child/ren from Dependent and 
Beneficiary contact field on JPA 

SP completes and submits 
Form to Authorising Officer 
(AO) together with the 
required documentary 
evidence 

AO reviews form and 
evidence. Confirms that 
evidence submitted meets the 
policy requirement. 

No 

Yes 

LTR(E) not supported, 
AO informs SP 
explaining fully reasons 
for rejection  

Unit HR staff record date of 
establishment of the LTR(E) 
on Form and update the SP’s 
record on JPA accordingly 

Relationship is now 
recognised as an LTR(E).  

SP already in 
an existing 
relationship of 
≥365 days 
 

≤365 
SP gathers 
documentary 
evidence 
 

AO to seek guidance from 
sS People Policy submitting 
casework where necessary. 
AO informs SP of outcome 

Or 

SP to gather further 
documentary evidence 
as appropriate for re-
submission 
 

Not 
Approved 

Approved 

SP may apply to cohabit in 
surplus SFA IAW JSP 464 

Annex E to  
2024DIN01-028 

Dated 12 Mar 2024 
------------------------- 

REGISTER AND ESTABLISH A LONG-TERM RELATIONSHIP – PROCESS 
FLOW (Extracted from Annex D to Chapter 1 to JSP464_Vol1_Part1.) 
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Annex F to  
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Dated 12 Mar 2024 
------------------------- 

 

• Application for recognition of child visitation for greater than 80 nights per 

calendar year (Extracted from Annex A to JSP 464 Vol 4, Part 1 

1.1  

 

Section A – Service Person  
  

Service Number:  
  
  

Rank:  
  

Initials:  
  

Surname:  
  

Service:  Unit/Ship:  
  
  

PStat Cat:  
  

Address:  
  
  

  
 
Section B – Recognised Child/ren  
  
Child/ren Details:  

Child 1  

Forename(s):  
  

Surname:  
  

Date of Birth:  
  
  

Child’s Permanent Address:  
  
  
  

  

Child 2  

Forename(s):  
  

Surname:  
  

Date of Birth:  
  
  

Child’s Permanent Address:  
  
  
  

  

Child 3  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol4_Part1.pdf
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Forename(s):  
  

Surname:  
  

Date of Birth:  
  
  

Child’s Permanent Address:  
  
  
  

 Child 4  

Forename(s):  
  

Surname:  
  

Date of Birth:  
  
  

Child’s Permanent Address:  
  
  
  

   
 
Section C - Service Person declaration (tick and sign to confirm agreement)  
 
 i. I am the legally recognised parent of the child/ren at Section B as: (tick only one box in part 
i.) 9 

☐ The child’s birth parent (through production of a Birth Certificate)     

  

☐ The child’s adoptive parent (through production of an Adoption Certificate)     

  

☐ The child’s parent (through production of a Statutory Declaration of Parentage form  

  

☐ The child’s parent (through production of either a Parental Responsibility Agreement 

or Parental Responsibility Order)  
  
ii. The child/ren detailed at Section B of this form are ordinarily resident with me for greater 

than 80 nights per calendar year.  ☐  

  
iii. I have read JSP 464 JSP 464, Volume 4, Part 1, Chapter 1 on children’s entitlement to 

accommodation. ☐ 

  

iv. <For PStat Cat 5 Service personnel only>: I have updated my JPA record to PStat Cat 3. ☐ 

  
v. I attach the following evidence to support my declaration:  
  

 
9 In the case of more than one child, and where the parentage type differs between the children, a separate form 
must be completed for each child. 
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a. Evidence of parentage:   
 ………………………………..................................................(document name)  
  
 b. Evidence of qualifying greater than 80 nights’ residential  

 visitation:   
 ……………….………………..................................................(document name)  
  
Where legal documents cannot be provided in evidence at b., I declare that the 
child/ren detailed at Section B of this form are ordinarily resident with me for greater 
than 80 nights per calendar year.    
  
  

Signature  
  

Name  Date  
  
  

  

 

 
Section D – Authorising Officer’s Signature (tick and sign to confirm agreement) 
 

☐ I certify that I have seen the supporting documentation and evidence that the child/ren 

visitation is policy compliant and greater than or equal to 80 Nights per annum.   

or 

☐ The supporting documentation did not provide sufficient evidence and/or further information 

is required for the following reasons: 

 
 
 
 
 
 

 
 

Signature Name  Date 
 
 

Rank/Appointment 
 

  
 
 
Section E - Unit HR Staff Action (tick and sign to confirm agreement)  
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☐ I certify that I have seen the supporting documentation and the child/ren detailed within 

Section B are recognised from the date of this signed authorised application.   
  
Or  
  

☐ The child/ren detailed within Section B recognised child/ren is/are not recognised. Further 

information is required for the following reasons:  
 

 
 
 
 
 
 

  

☐ I certify that copies of all relevant documentation are attached and retained in personal 

documents.  
     

☐ I have updated this information onto the SP’s personnel record.  

  

Unit HR Signature  Name   Date  
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Annex G to  
2024DIN01-028 

Dated 12 Mar 2024 
------------------------- 

How do I check my PStatCat? 

Using JPA 
Log on to JPA. 

  
 

From the Navigator menu on the left-hand side of the screen, select: 
 

JPA Self Service – Employee, Armed Forces > My Information > Personal Information 
 

 
 

This will load the ‘JPA Next Gen’ screen within which you will see PStatCat under the Name and 
Employee Information box. E.g.: 

 

 
 

Using MyDetails (including on your own device) 
 
Navigate to www.defencegateway.mod.uk 

 

If using a ModNet device, you can log in using the Digital Identify for Defence (DIfD login. Alternatively, 
you can use your Defence Gateway login. 

 

 
 
Within the MySeries dropdown, select MyDetails: 
 
 

http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
http://www.defencegateway.mod.uk/
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This will load the ‘MyDetails’ screen within which you will see PStatCat under the Profile box: 
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My PStatCat is wrong, how do I get it updated? 

 
You need to complete JPA Form N001 - Declaration of Personal Status Category (PStat Cat). This is the 
link directly to JPA Form N001. (Army personnel can also use an electronic version available via the 
Military Forms section of MyAdmin).  
 
Alternatively, you can navigate to it by following the below instructions: 

 
Navigate to the JPA ‘splash screen’. 

 
Select JPA User Guides and Forms: 

 

 
 
There are different ways to navigate to the different form. This guide recommends ‘Forms by Form 
Number’ on the right-hand side of the screen: 

 

 
 
Scroll down to the N00 Forms box and select the JPA N001 form: 

 

 
 

This will launch the JPA N001 form and it should be completed and submitted alongside appropriate 
supporting evidence to your Unit HR who will process it for you. 

 

 

 

  

https://modgovuk.sharepoint.com/:w:/r/sites/IntranetDBS/Documents/JPAN001.docx?d=w6c36798bd56b4a2d988ee43cb59c727f&csf=1&web=1&e=YdyoHb
https://modgovuk.sharepoint.com/:w:/r/sites/IntranetDBS/Documents/JPAN001.docx?d=w6c36798bd56b4a2d988ee43cb59c727f&csf=1&web=1&e=YdyoHb
https://myadmin.defencegateway.mod.uk/
http://jpa-portal.afpaa.r.mil.uk/Mains2.aspx
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What will Unit HR do to update my PStatCat? 

 
Unit HR will verify the details you have provided to confirm that your PStatCat should be changed. 

 
Confirming and updating the PStatCat of Service personnel is routine work for Unit HR. They will refer to 
JPA Business Process Guide IN914005 - Change to Personal Details Requiring Verification by Unit HR 
Administrator to complete this action. 
 

 

 

 

  

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
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Annex H to  
2024DIN01-028 

Dated 12 Mar 2024 
------------------------- 

How do I add a new Long-Term Relationship (Recorded) on JPA?  

 
When you begin a relationship with someone new, and you wish to record your new relationship on JPA, 
you should record them as a contact – usually as ‘boyfriend’, ‘girlfriend’ or ‘domestic partner’. 
 
You can refer directly to Self Service User Guide IN514034, or follow the instructions below: 

 

Using Traditional JPA 
 
Log on to JPA. 

 

 

 
 

From the Navigator menu on the left-hand side of 
the screen, select: 

 

>JPA Self Service – Employee, Armed Forces > My 
Information > Emergency Contact Additional 
Address Details 

 

 
 

JPA Next Gen 
 
Log on to JPA. 

 

 

 
 

From the My Information box, select the orange 
arrow in the top right hand-side corner: 

 

 
 
From the Contacts & Next of Kin box, select the 
orange arrow in the top right hand-side corner: 

 

 
 

 
 

 

 
Either route will now display the Emergency Contact, Next of Kin & Other Contacts on JPA Next Gen. 

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
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You will be able to view any contacts you have added to JPA in this screen including LTR Recorded or 
Established. 
 

 

 

 

 
Select +Add New Contact. 

 

 
 

Complete all of the new contact’s information as requested by the following screen.  
 

 
 

The Relationship type selected on JPA at the early stage of the relationship, does not affect later eligibility 
but it is likely to be the relationship type of ‘Boyfriend’, ‘Girlfriend’ or ‘Domestic Partner’. The date from 
which the relationship commenced must be on or before the date of entering the relationship onto JPA. 
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The SP does not need to notify the Unit HR staff of this new Contact, as the SP may not know at this time, 
that the relationship will develop into a Long-Term Relationship. 
 
Once all details are completed, Save and Close: 
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How do I add a new Long-Term Relationship (Established) on JPA?  

 
Unlike Long-Term Relationship (Recorded), to add a Long-Term Relationship (Established) to JPA you will 
need to provide evidence of the relationship to Unit HR in accordance with JSP 464.  

 
You must first have added your partner to JPA as a contact by either referring directly to Self Service User 
Guide IN514034, or by following the instructions in the ‘How do I add a new Long-Term Relationship 
(Recorded) on JPA?’ section above. 

 

You should ensure you present Unit HR with acceptable evidence in accordance with JSP 464 Volume 1 
Part 1 Chapter 1 Annex B: 

 

 
 

Additionally, you must provide to Unit HR the completed form at JSP 464 Volume 1 Part 1 Chapter 1 
Annex C: 

 
 

If eligible, Unit HR will then add the Long-Term Relationship (Established) to JPA for you. 
 

 

  

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol1_Part1.pdf
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What will Unit HR do to add my Long-Term Relationship (Established) to 

JPA? 

 
Unit HR will verify the details and evidence you have provided to confirm that you are eligible to have 
recorded a Long-Term Relationship (Established). 

 
Confirming a Long-Term Relationship (Established) is routine work for Unit HR. They will refer to JPA 
Business Process Guide IN914005 - Change to Personal Details Requiring Verification by Unit HR 
Administrator to complete this action. 
 

 

 

 

  

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
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Annex I to  
2024DIN01-028 

Dated 12 Mar 2024 

------------------------- 

How do I add a permanently resident child(ren), or child(ren) of my Long-

Term Relationship (Established) partner, spouse or civil partner on JPA? 

 
You should be aware that children must be verified on JPA by Unit HR before any relevant allowances can 
be claimed. You should record their details initially, and then provide appropriate evidence to Unit HR who 
will verify their details on JPA. 

 
You can record a child’s details either via traditional JPA, or by navigating directly to JPA Next Gen. You 
can refer directly to Self Service User Guide IN514034, or follow the instructions below: 
 

Using Traditional JPA 
 
Log on to JPA. 

 

 

 
 

From the Navigator menu on the left-hand side of 
the screen, select: 

 

JPA Self Service – Employee, Armed Forces > My 
Information > Emergency Contact Additional 
Address Details 

 

JPA Next Gen 
 
Log on to JPA. 

 

 

 
 

From the My Information box, select the orange 
arrow in the top right hand-side corner: 

 

 
 

From the Contacts & Next of Kin box, select the 
orange arrow in the top right hand-side corner: 

 

 
 

 

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
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Either route will now display the Emergency Contact, Next of Kin & Other Contacts on JPA Next Gen. 

 
You will be able to view any contacts you have added to JPA in this screen including any children you 
have recorded. 

 

To add another child, select +Add New Contact. 
 

 
Complete all of the child’s information as requested by the following screen.  
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When you select the relationship type, you should select from:  
 

• Child 

• Adopted Child 

• Domestic Partner Child (the child of someone with whom you are in a Long-Term Relationship 
(not married/civil partner)). 

• Foster Child 

• Spouses Child (the child of your spouse from their previous relationship) 

• Step Child 
 
Once all details are completed, Save and Close: 
 

 
 

Once recorded by you on JPA, Unit HR will need to verify the details to enable you to claim relevant 
allowances etc. You should provide to Unit HR the appropriate evidence (see JSP 752 Chapter 2 Section 
2) and ask them to verify the child on JPA. 

 

 

https://modgovuk.sharepoint.com/:w:/r/sites/defnet/HOCS/_layouts/15/Doc.aspx?sourcedoc=%7B5D98DADE-87D8-4BB0-9A1E-E9982647E8E6%7D&file=20240101-JSP%20752%20Tri%20Service%20Regulations%20for%20Expenses%20and%20Allowances%20version%2057.docx&action=default&mobileredirect=true
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What will Unit HR do to add my permanently resident child(ren), or 

child(ren) of my Long-Term Relationship (Established) partner, spouse or 

civil partner on JPA? 

 
You will record the details of the child on JPA as above. Then Unit HR will verify the details and evidence 
you have provided. 

 
Adding permanently resident children is routine work for Unit HR. They will refer to JPA Business Process 
Guide IN914005 - Change to Personal Details Requiring Verification by Unit HR Administrator to complete 
this action. 
 

 

 

 

  

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
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How do I add my non-permanently resident children, or children of my 

Long-Term Relationship (Established) partner, spouse or civil partner who 

reside with me for more than 80 nights per year are recorded on JPA? 

 
For children that are not permanently resident with you, but who visit for 80 nights or more per year, their 
details need to be recorded by you on JPA. To do this, you need to follow the guidance above for ‘How do 
I add a permanently resident child(ren), or child(ren) of my Long-Term Relationship (Established) partner, 
spouse or civil partner on JPA?’ 
 
Additionally, the 80 nights visitation rights need to be recorded on JPA by Unit HR. You should complete 
the form in JSP 464, Vol 4 Part 1 Annex A ‘Application for recognition of child visitation for greater than 80 
nights per calendar year’; and send this to Unit HR. 
 
 
If the children do not visit for 80 nights or more per year, they should still be recorded as a contact as this 
may be useful for emergency contacting etc. 

 

 

  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Documents/JSP464_Vol4_Part1.pdf
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What will Unit HR do to add my non-permanently resident children, or 

children of my Long-Term Relationship (Established) partner, spouse or 

civil partner who reside with me for more than 80 nights per year to JPA? 

 
Unit HR will verify the details and evidence you have provided. 

 
Adding non-permanently resident children is routine work for Unit HR. They will refer to JPA Business 
Process Guide IN906081- Modernised Accommodation Offer - BPG - Record 80 Nights Child Visitation 
Rights to complete this action. 
 

 

 

  

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN906081.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN906081.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN906081.pdf
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Annex J to  
2024DIN01-028 

Dated 12 Mar 2024 
------------------------- 

 

How do I check that any children I have recorded on JPA have the correct 

date of birth? 

 
You can check either via traditional JPA, or by navigating directly to JPA Next Gen. You can refer directly 
to Self Service User Guide IN514034, or follow the instructions below: 

 

Using Traditional JPA 
 
Log on to JPA. 

 

 

 
 

From the Navigator menu on the left-hand side of 
the screen, select: 
 
JPA Self Service – Employee, Armed Forces > My 
Information > Emergency Contact Additional 
Address Details. 

 

 
 

JPA Next Gen 
 
Log on to JPA. 

 

 

 
 

From the My Information box, select the orange 
arrow in the top right hand-side corner: 

 

 
 

From the Contacts & Next of Kin box, select the 
orange arrow in the top right hand-side corner: 

 

. 

 

 

 

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN514034.pdf
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx
http://jpa-portal.afpaa.r.mil.uk/mains2.aspx


OFFICIAL 
 

 

26 
 

OFFICIAL 

 

 
Either route will now display the Emergency Contact, Next of Kin & Other Contacts on JPA Next Gen. 

 
You will be able to view any children you have added to JPA in this screen including their date of birth. 
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How do I change the date of birth of any children I have recorded on JPA? 

 
In this unlikely scenario, you should present appropriate evidence to Unit HR for them to validate and 

change this detail as required on JPA.  
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What will Unit HR do to change the date of birth of any children I have 

recorded on JPA? 

 
Unit HR will verify the details and evidence you have provided. 

 
Whilst unusual, changing the recorded date of birth of a child is straightforward for Unit HR. They will refer 
to JPA Business Process Guide IN914005- Change to Personal Details Requiring Verification by Unit HR 
Administrator to complete this action. 
 

 

 

 

 

https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
https://modgovuk.sharepoint.com/sites/IntranetDBS/Documents/IN914005.pdf
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