[bookmark: _Hlk182227360]OBTAINING PERSONNEL INFORMATION
TRENCHARD EX APPRENTICES – GUIDELINES
RAF Personnel records for ex Apprentices who underwent training as aircraft apprentices between 1922 and 1993 at No 1 School of Training, RAF Halton are held by the Station Archive.  The archive records only cover the period the apprentice was at Halton and not beyond that period.   As a guide the apprenticeship scheme was only open to male candidates between 15½ and 17 years of age at entry.   No records are held for other personnel over this age who may have entered the RAF as direct entrants.   It is essential that full name and date of birth of the apprentice is provided.   If a Service number is known please provide this also.

The archive opening times are 10.00 am to 15.00 pm, Wednesdays and Thursdays.  The archive team aim to respond to all enquiries within 2 working weeks.

Additional Information

The archive staff will only divulge information to whom it refers or, if he has died, to his immediate next of kin.   Anyone else must obtain written permission from about whom they are enquiring, or from his next of kin, before any information will be given to them.  Once the request has been verified from the apprentice database, the enquirer will be contacted by archive staff at the email address provided advising what records are available.

Guide to Apprentice Service Numbers

If you have a Service Number for the person you are enquiring about please refer to the allocation of Apprentice Service Numbers list below.   If the service number you have corresponds to one within the groups shown below it will provide you with an idea of which entry the person was mustered into.  Please show this on the Enquiry Form.

	Apprenticeship Type
	Entry Numbers
	Service Numbers
	Period covered

	Aircraft
	1-12
	335282 – 366486
	Oct 1920 - Jul 1928

	Aircraft
	13 to 78
	560001 – 680288
	Dec 1928 - Jul 1957

	Aircraft & Technician
	79 - 113
	680297 - 689406
	Jan 1955 – Dec 1966

	Technician
	114 - 147
	8018501 – 
		8018512
	May 1968 – Mar 1989

	Technician
	148 -155
	Random *
	Nov 1986 – Jun 1993

	Craft 
	201 - 210
	196004 - 1962139
	Sep 1964 – Aug 1969

	Craft 
	211 – 231
	8007161 - 8015679
	Jan 1968 – Oct 1974

	Mechanic
	401 -411
	8141787 - 8142885
	Oct 1969 – Dec 1972



*  Service Numbers for entries 148 to 155 were not allocated in the normal sequence and were randomly selected.  The archive staff, if requested, will search other records to determine the correct allocated Service number.
Crown copyright

Some items in the archive are still subject to copyright.  It has expired on most official documents, such as training records, logbooks and official photographs, which were subject to Crown Copyright lasting 50 years, but still applies to personal items – documents, diaries, personal photographs.

In many cases, copyright on donated items has been assigned to the RAF Halton Station Archive or Trenchard Museum but not always.  We are making this digital archive available to researchers – even where TM does not own the rights – on the same basis that would apply to visitors viewing the collection in person:

· No charge is made for standard access – although value-added research support will usually be chargeable.

· The item can be viewed for personal, non-commercial research purposes.   Widespread printing and copying is not permitted.

· Requests for reproduction will be considered individually, based on whether TM owns the rights.
Access to detailed material is subject to verified online registration (free of charge) and is a privilege that can be revoked.

To assist the Archive staff in researching enquiries further we use the services of the following websites:

· www.rafcommands.com
· www.cwgc.org
· www.aircrewremembered.com
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OBTAINING PERSONNEL INFORMATION
TRENCHARD EX APPRENTICES – INITIAL ENQUIRY FORM

Enquirer’s details
	Surname:                                                   Title:          
	Forename(s):

	
	

	Address:

	


	Tel No
	
	Email address
	

	Please state the purpose of your enquiry and relationship to the person you are looking for:





Date:                           Name in 
                                       Block Capitals:                                        Signature:



Details of the person you are looking for
	Surname of Apprentice:                                   
	Forename(s):
	Date of Birth:

		
	
	

	Place of Birth:
	Entry No (if known

	
	

	Service No (if known)
	Enlistment Date (if known)
	Trade (if known)

		
	
	



Visits to the Archive (please tick the relevant box below before arranging a visit)
                                    
         Individual Visits by relatives.  I/We agree to my/our personal information being shared with the TM staff, the MOD guard and security managers. 

         Group Visits.  As Group Leader I confirm that I have explained the need to share the collected information as described above to each member of the group to obtain their consent.  (This confirmation can be relayed to the TM team by telephone contact).

Privacy:  Enquiries WILL NOT be shared beyond this limited group without the express permission of the enquirer.

Contacting us:
Email address: trenchardarchive@btinternet.com

Tel No: 01296 620085 (if calling outside archive opening times, please leave a message).
