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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 1:  Volunteer Tutors

Section1: 
Recruitment Pack
Stepping Stones to Success depends on Good Practice in Recruiting Volunteer Tutors.  The points below outline the tasks and aims of this process. 
	PROCESS
	TASK
	AIM



	RECRUITMENT


	· Advertise for volunteer Tutor (prior attendance at a CDSMC optional/preferable)


· Recruitment Pack sent out

· Short listing and interviews

· References taken up

· Letter of Acceptance/Rejection

· Induction to organisation

· Registration (To be agreed)

· Enhanced Criminal Records Bureau (CRB) Check



	To provide transparent processes for recruiting volunteer Tutors. 

To recruit a diverse and representative cohort of people from local communities


Supporting Documentation follows
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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Tips for Recruitment of Volunteer Tutors
· Volunteers often come from courses where they have been participants.
· Volunteers do not have to be members of an organisation.

· Contact volunteer bureaux; utilise volunteer bulletins and agency newsletters.

· Contact voluntary health agencies such as MS Society, Red Cross, neighbourhood associations, local voluntary bodies etc.

· Offer community talks on various health conditions in community centres and express the need for volunteer Tutors.

· Contact churches, mosques, temples, care-provider groups, service clubs etc.
· Make use of your organisation’s membership database.
· Contact part time employees in your own organisation who maybe interested in this type of volunteer work and a chance to develop a new skill.

· Track sources which have referred new Tutors to help you determine the most effective recruitment strategies.

· Have informational meetings for interested potential Tutors.

· Keep a record of all interested enquires and potential volunteers.
· Make use of membership databases of voluntary organisations

Volunteer Tutors:  Interview and Selection Procedure

The interview and selection is in five stages:

1. People who have asked to become Tutors are sent a pack (see page 4-11) outlining their responsibilities and duties. They are asked to complete an application form to be returned to the main contact.

2. Once application forms have been returned and assessed, prospective course volunteer Tutors are sent a letter notifying them of an interview date and time.

3. An interview panel which includes the Volunteer Manager/Co-ordinator or the person responsible for recruiting volunteers within the organisation interviews suitable candidates.  It is good practice to have at least one other interviewer such as an existing Tutor.

4. Referees of their choice, as indicated on the application form are contacted.  Candidates are also informed that, as they are dealing with vulnerable adults, an enhanced CRB (Criminal Records Bureau) check will be initiated.
5. Successful candidates are asked to sign a volunteer agreement prior to the Initial Training Course. This agreement forms the basis of supervision and commitment.

Please note:

If at any point a candidate is not considered suitable to be a volunteer Tutor, then the possibility of their taking on an organisational and support role should be explored.

Letter to Prospective Tutor
[Date]









[Address]
Dear
Thank you for your enquiry about becoming a volunteer Tutor for the Chronic Disease Self-Management Course. I enclose some information for you:
· A volunteer checklist to help you decide your suitability for this role

· A role description
· A person specification

· Some background information: ‘Benefits of Self-Management of long-term health conditions’
Please carefully consider this material and then complete the application form. You may use extra A4 sheets if you need more space for any of the sections. I enclose two copies of the application form for your use, only one of which should be completed in black ink or typeface and returned to me by [Date] at [Address]
If you have any queries about the role or need any further information, please contact me on [Telephone Number] or leave a message on the answer phone.  I hope that we can interview on [Date]. Details will be confirmed if you are short-listed.

Thank you for your interest.

Yours sincerely

[name/position]
Volunteer Tutor: Checklist 
This list is intended to help you decide your suitability for this role. Please take the time to think about them or discuss with someone before you take any further steps to volunteer for the Chronic Disease Self-Management Course (CDSMC). 
1. What is my motivation?

2. Am I a good listener?

3. Can I commit to training sessions regularly and reliably?

4. How much experience do I have in self-managing my own condition?

5. Can I work with a small group of people and build a rapport with them?

6. Have I already explored / dealt with my own feelings about having a chronic condition?

7. Will I be able to accept and build on feedback from others?

8. Am I ready to learn new ways of approaching long-term health conditions?

9. Can I facilitate rather than dominate?

10. Do I feel I am an effective communicator?

11. Do I have the time available for the (residential) training course?

12. Am I willing to travel out of my home area as necessary?

13. Am I adaptable to working with different people?
14. Am I able and willing to complete routine administration and basic financial records after training within the required timescales?
Volunteer Tutor: Role Description
This document sets out a guide to the role expected of volunteer Tutors.

Responsibilities
A Volunteer Tutor is responsible to the Volunteer Coordinator/Manager and this is the person to whom he or she refers for reclaiming expenses and sorting out administrative details such as venue bookings, stationery, photocopying etc. Tutors are assessed in the delivery of courses by an Accredited Assessor and are supported by the Volunteer Coordinator/Manager through supervision on a regular basis or, as and when help is required.
Tasks

· Participate fully in the initial training and attend updating, support and monitoring meetings as required.

· As far as possible deliver two to four training courses a year for three years (minimum) using agreed materials and methodology.

· Work and deliver courses in equal and mutually supportive partnership with your co-Tutor.

· Provide a supportive and mentoring model to participants.

· Give feedback and suggest improvements.

· Complete, within the agreed time scales, records as required, e.g. attendance, expenses.  
· At all times adhere to the organisation’s policies on Equal Opportunities.

· Respect Participant Confidentiality.

· Work to the agreed standards and be ready to be monitored by Assessors.
· Give adequate notice of unavailability when relevant.
Accreditation
On successful assessment of delivering two CDSM courses, a certificate will be presented to the Volunteer Tutor.
Volunteer Tutor: Person Specification
Criteria: E = Essential; D = Desirable
Abilities, Experience and Skills

	Experience in self-managing including having explored or dealt with personal feelings about having a limiting long-term health condition
	E

	Ability to work in partnership with other volunteers
	E

	Effective communication skills, especially good listening skills
	E

	Ability to accept, give and build on critical feedback
	E

	Ability to facilitate rather than dominate groups
	E

	Ability to self-evaluate
	E

	Ability to respect confidentiality
	E

	Ability to communicate effectively with people from a variety of backgrounds
	E

	Ability to keep accurate administrative records
	E

	Willingness and ability to travel out of home area as necessary
	E

	Ability to carry out this role within the UK training and support framework
	E

	Ability to promote the programme to third parties
	D


Knowledge

	Awareness of issues affecting people from minority groups; including people with disabilities
	E

	Voluntary sector experience
	D

	A good understanding of the development of self-management in the UK
	D


Other requirements

	All Tutors must undergo an enhanced CRB (Criminal Records Bureau) Check
	E


Benefits of Self-Management of Long-Term Health Conditions

The CDSMC is based on the idea that if people feel more in control or have the perceived ability to follow health guidelines they would be able to manage better their own condition. People can be trained to develop this ability in self-efficacy.

The key benefits of training in Self-Management are:

· Reduced severity of symptoms such as levels of pain

· Reduced levels of depression, fatigue and anxiety

· Better medication compliance and reduction in medication intake such as use of pain-killers

· Reduced visits to GPs, A&E and Outpatients

· Reduction in length of stay in hospital

· Better communication with professionals

· Enhanced quality of professional-patient relationship and of consultations

· Improvement in lifestyle and behaviours, e.g. relaxation, exercise, diet

· Improved life control and activity

· Improved resourcefulness and life satisfaction

· Greater self-efficacy, independence and mobility
· Participants may find employment or become more active in the community.
Five core Self-Management issues are at the heart of the process:

· Problem-solving

· Decision-making

· Resource utilisation

· Developing effective partnerships with health care providers

· Taking action

The process includes setting individual action plans at the end of each session and delivers not only useful information but also helps participants to deal with the physical, mental and emotional barriers and challenges. Many find it a life changing experience, helping them move from a passive and victim mentality to increased self-belief and confidence.

Benefits of Self-Management of Long-Term Health Conditions - page 2
Boundaries

There may be concerns that the participants are encouraged to ignore their medical regimes but the Course does not seek to create conflict with existing programmes or treatments. Participants however would at the end of the training become more informed and able to develop an equal partnership with their health and social care professionals.
Delivery of training

The training course runs in community settings either with mixed groups or with groups of people with the same long-term condition. It may be delivered by volunteer Tutors or by paid Trainers who have a long-term illness, or in partnership between volunteer Tutors/Trainers.
CDSMC Process
17 aspects of training are delivered in a prescribed system of 6 weekly sessions of 2 ½ hours each. 30 minutes are used for informal refreshments. 
The topics covered include:

· overview of Self-Management and chronic health conditions

· making an action plan

· relaxation / cognitive symptom management

· feedback / problem solving

· anger / fear/frustration

· fitness / exercise

· better breathing

· fatigue

· nutrition

· living wills, power of attorney and community resources

· communication

· medication

· making treatment decisions

· depression

· informing the health and social care team

· working with your health and social care professionals
· future plans
Volunteer Tutor: Application Form

Please type or write in Black Ink
	Title
	Mr/Mrs/Ms/ Miss

	Surname
	

	Forenames
	

	Address


	

	Postcode
	

	Phone
	Home:                             Work:

Mobile:

	Email
	


	Post held in present or last employment (if relevant)


	Main responsibilities







	Community or Voluntary Activities relevant to your application




	Information to support your application: Please state what you hope to gain from participating in this programme




Volunteer Tutor: Application Form – page 2
	We seek to increase the representation of people with experience of a chronic condition

Do you have a chronic condition?              Yes □                     No □
Does this significantly affect your life?       Yes □                     No □
Do you consider yourself disabled?            Yes □                     No □


	Please demonstrate your understanding of living and working with a chronic health condition by drawing on the impact this has on your life



	This volunteer placement is exempt from the Rehabilitation of Offenders Act 1974.  Please therefore give any details here of any sentences spent or otherwise that you have received at any time.  This does not necessarily preclude you from being a volunteer on this programme.  (Please do not hesitate to contact me if you have any queries regarding this matter)
--------------------------------------------------------------
--------------------------------------------------------------


Please give the details of two personal referees who have agreed to act for you 
	Referee 1
	Referee 2

	Name 
(Mr/Mrs/Ms/Miss)
	Name
(Mr/Mrs/Ms/Miss)

	Address


	Address

	Post Code
	Post Code

	Phone    
	Phone

	Relationship to you

	Relationship to you


I confirm that the information given in this application form is correct

Signature__________________________________________________  Date___________
The Interview Process
Introduction
Characteristics that need to be emphasised at the interview:

· Commitment from the volunteer
· Possibility of extra tasks such as assisting in the marketing of courses and the recruiting of participants
· Team work and the need to work closely with their co-Tutor and Volunteer  Manager or Coordinator

It is essential to allow time at the interview to ask individuals pertinent questions as suggested.  This is to ascertain the suitability of the volunteer to the role.  Adequate time to answer questions should be allowed so that the individual volunteers have a clear understanding of the Chronic Disease Self-Management Course that they will be delivering.

Interview Process

Pre-interview preparation

The following items should be ready prior to the interview:

· A role description

· An application form completed by the volunteer

· A set of open-ended questions to explore motivation and suitability of the volunteer

· Volunteer Agreement

· Course handbook and if possible a sample manual

· A copy of your equal opportunities statement

· Any relevant background information on your Organisation
· Details of initial training dates for which volunteers will have to be available
Starting the interview

· Make the applicant feel welcome. Introduce everyone present and express appreciation at their attendance
· Build rapport by stating the aims of the interview, ie:


for applicant to understand the role of a volunteer Tutor


for you to assess their suitability
· Give them a brief summary of the role and ask if they have any general questions about the course before the main questioning starts
· Ask, "Do you understand the commitment we are asking from you?"

General questions for the candidate (an interview template is provided at page 16):
1) What attracted you to apply as a volunteer?

2) What do you feel your own experience of chronic illness brings to this post?

3) What would you like to get out of this opportunity?

4) What have you enjoyed most or least about your previous voluntary or paid work?

5) What is your understanding of this particular volunteer post?

6) Would you rather work on your own, with a group, or with a partner? Why?

7) What skills do you have to contribute?

8) How do you feel about working with groups of people with the same or different chronic conditions?

9) What qualities do you feel you would bring to this role?
10) What is your understanding of self-management?

11) Have you any experience of working with minority ethnic groups?

12) What benefits do you see developing from these Self-Management courses?

End of the interview

The interview should be concluded by:

· explaining the next steps in the process: what will happen and by when
· explaining the timeframe and what will be expected of the volunteer
· obtaining permission of the volunteer to conduct reference checks
· clarifying their understanding of incurred expenses
· giving them the opportunity to ask any questions
If necessary at the end of the interview, time should be allowed for consideration to the suitability of the volunteer before a decision is given.

Suitability of the applicant should relate to the role description and the evaluation of the volunteer responses.
Evaluation of the volunteer's responses

· ease in answering questions about personal skills, qualities and background

· ability to communicate well

· level of enthusiasm

· general attitudes and emotional reactions

· listening skills

· flexibility

· maturity and stability

· level of self confidence

· any sense of a hidden agenda

· awareness of equal opportunities

· would the Volunteer Manager or Coordinator on the interview panel feel comfortable working with this volunteer?

Remember:

If the candidate appears to be suitable and you offer them the opportunity to become a volunteer Tutor they must
· sign the Volunteer Agreement

· be available for the initial training course
Volunteer Tutor Interview: Questions

Please ensure that these example questions are adapted to suit any particular needs of applicants in terms of language and tone
	
	Criteria
	Who?


	Possible questions (Q) and Subsequent Questions (S/Q)

	
	
	Chair

3 mins
	Introductions and explanation of the process – questions asked against the Person Specification.  Time for Candidates questions at the end

	1
	Experience in self –managing including having already explored/ dealt with personal feelings about having a long term limiting health condition
	2 mins
	Q Tell us about the feelings you have explored in living with a long-term health condition

S/Q What aspects of Self-Management have you incorporated into you life?

	2
	Ability to commit to agreed training sessions regularly & reliably and to give a commitment of a minimum of three years to the Programme
	2 mins
	Q Are you able to commit to this programme for 3 years assuming no unforeseen change in circumstance?
S/Q If not, what timescale do you feel you can commit to?

	3
	Ability to attend the compulsory residential training course
	2 mins
	Q Are you able to attend the compulsory (residential) training course?

	4
	Ability to work in partnership with other volunteers
	2 mins
	Q  Describe briefly how you have worked as an equal partner with a colleague

	5
	Ability to accept supervision and build on feedback from Trainers
	2 mins
	Q What do you understand by supervision and have you been supervised?

	6
	Ability to facilitate work with a small group of people & build up a rapport based around learning to self manage
	2 mins
	Q What do you understand by Group Facilitation?

S/Q Describe how you would build rapport with a group

S/Q What are some of the pitfalls to avoid?

	7
	Ability to evaluate own

training, listen to responses of

course participants & build on

feedback from participants
	2 mins
	Q Describe your experience of monitoring and evaluating a project, if any.

S/Q What criteria did you use, what sort of devices did you use?


 Volunteer Tutor Interview: Questions – page 2
	
	Criteria
	Who?
	Sample Questions

	8
	Able to learn new ways of approaching long- term health conditions
	2 mins
	Q Can you give us an example from your experience of learning a new approach in managing your health?

S/Q What did you learn from the experience?

	9
	Ability to communicate effectively with people from a variety of backgrounds including good listening and mentoring skills
	2 mins
	Can you give us an example where you have worked on a task with people from a variety of backgrounds?

S/Q What have you learned from this experience?

S/Q If not – What do you understand by effective communication skills

	10
	Willingness to travel out of home area as necessary
	2 mins
	Q Are you able to travel within this area?

S/Q Are you able to travel outside of this area?

	11
	Ability to respect confidentiality of information with respect to participants at all times.
	2 mins
	Q Have you been in work situations where you have had to deal with maintaining confidentiality of information.

S/Q Why do you think confidentiality is important?

	12
	Ability to complete routine administration and basic financial records after training within the required timescales
	2 mins
	Q Can you give and example where you have completed routine administration and financial records?

S/Q Have you been required to meet deadlines for such tasks?

	13
	Ability to promote the programme to third parties
	2 mins
	Q From your current understanding of the Course, how would you go about promoting it to third parties?

	14
	Ability to carry out this role at all times within an Equal Opportunities and Quality Assurance framework
	2 mins
	Q Have you worked within an Equal opportunities Framework?

S/Q Give us examples of practical issues that can arise within a Group?

S/Q What do you understand by Quality Assurance?

S/Q How does it impact on Group Work?

	15
	Any additional points raised by Candidate
	Chair

2 mins
	

	
	
	Chair
	Interview concluded and candidate advised of timescale ad method of delivery of results: thanked for taking part and claiming of expenses explained


Volunteer Tutor Interview: Marking Schedule

Candidate 







Date

	
	Criteria
	Met?
	Notes

	1
	Experience in self –managing including having already explored/ dealt with personal feelings about having a long term limiting health condition
	
	

	2
	Ability to commit to agreed training sessions regularly & reliably and to give a commitment of a minimum of three years to the Programme
	
	

	3
	Ability to attend the compulsory residential training course
	
	

	4
	Ability to work in partnership with other volunteers
	
	

	5
	Ability to accept supervision and build on feedback from Trainers
	
	

	6
	Ability to facilitate work with a small group of people & build up a rapport based around learning to self manage
	
	

	7
	Able to learn new ways of approaching long- term health conditions
	
	


	
	Criteria
	Met?
	Notes

	8
	Ability to communicate effectively with people from a variety of backgrounds including good listening and mentoring skills
	
	

	9
	Willingness to travel out of home area as necessary
	
	

	10
	Ability to respect confidentiality of information\with respect to participants at all times.
	
	

	11
	Ability to complete routine administration and basic financial records after training within the required timescales
	
	

	12
	Ability to promote the programme to third parties
	
	

	13
	Ability to carry out this role at all times within an Equal Opportunities and Quality Assurance framework
	
	

	14
	Any additional points raised by Candidate
	
	


Volunteer Tutor Interview: Marking Schedule – page 2
Marking Scheme


Y (yes)

fully and comprehensively meets criteria


P (partial)

partially meets criteria


N (no) 

fails to meet criteria

Overall Decision
[Address of Volunteer Manager]
[Name and Address of Referee]
[Date]
Reference on behalf of [prospective volunteer name] for the role of Volunteer Tutor for the Chronic Disease Self-Management Course
Dear 
The above named has given your name as a referee.   I enclose a copy of the Person Specification and the Role Description for the post of Volunteer Tutor.
The Chronic Disease Self-Management Course requires the successful candidate to work with vulnerable people and deliver a six-week training course.

I would be grateful therefore if you would comment as to the suitability of the above named to carry out the tasks as set out and to meet the requirements of the Course.
I enclose a stamped addressed envelope for your use and would be grateful if you could respond within 10 days of receipt.

Thanking you in anticipation.
Yours sincerely

[name and position]
Volunteer Agreement
This volunteer agreement describes the arrangement between [the Organisation] and you.  We wish to assure you of our appreciation of your volunteering with us and will do the best we can to make your volunteer experience with us enjoyable and rewarding.

This agreement must be completed prior to you attending a Volunteer Tutor Training course.  
· Part One outlines ‘Our Commitment to You’ and 
· Part Two deals with ‘Your Commitment to Us’.
Please read it through carefully and ask any questions that you may have before signing and returning it to the person who has been designated responsible for Volunteer Coordination within the Organisation. 

A copy of this agreement should be given to the Volunteer and the original kept on file at the Organisation’s local office.

Volunteer Agreement: Part One - Our Commitment to You
1. Induction

· To provide thorough induction on the work of [the organisation] and its staff, the role of the [Volunteer Manager /person responsible for Volunteers within the Organisation]  and your role within it

· Familiarisation with the Organisation’s policies on Equal Opportunities, Health and Safety, Confidentiality and Complaints and Grievances
2. Training

· To provide initial Volunteer Tutor Training in order to prepare you to deliver the CDSMC

· To provide retraining as necessary if you have delivered fewer than two courses a year
· To provide on-going training as necessary to meet the responsibilities of the role
3. Supervision, Monitoring and Support

· To explain the standards we expect from you in your role and to encourage and support you to achieve and maintain them
· To organise assessments with trained CDSMC Assessors and provide written feedback in your first two courses or until you become accredited
· To award you with a certificate of accreditation after the successful assessments

· To provide monitoring visits post accreditation at least once every 12 to 18 months

· To provide designated time weekly for support the Volunteer Manager in the six-week period you are delivering a course
· To provide a minimum of one 1-1 meeting a year to discuss your personal development and any successes or problems you may have while volunteering with the volunteer manager from the sponsoring organisation
Volunteer Agreement: Part One - Our Commitment to You – page 2
3. Supervision, Monitoring and Support - continued
· To keep you informed of Course developments locally and nationally
· To provide regular Group Supervision meetings during the year
· To provide you with a replacement co-Tutor in the case of absence of a Tutor you are delivering a course with (when adequate notice is given), so that a course is facilitated by two Tutors at all times

4. Expenses
Expenses will be reimbursed as agreed by your Coordinator to include:

· Travel to and from home to the agreed venue when delivering a      course, attending meetings, supervisions or other events

· Materials (e.g. flipcharts, markers, blue tac etc) 

· Respite cover or child-care provision

5. Health and Safety
· To provide training and feedback in support of our Health and Safety policy
6. Insurance
· To provide insurance cover for volunteers whilst undertaking voluntary work, approved and authorised by the organisation
7. Equal Opportunities

· To ensure that you are treated in accordance with our equal opportunities policy

8. Problems

· To resolve fairly any problems, grievances or difficulties you may have while you volunteer with us in accordance with grievance policy

9. Termination of Agreement
· Your activities and progress will be reviewed on an ongoing basis.  The Volunteer Coordinator reserves the right to withdraw anyone whose activity and/or general conduct does not reach the standard required, or whose CRB check is not satisfactory
 Volunteer Agreement: Part Two – Your Commitment to Us
Your role as a Volunteer Tutor begins on………………………………….. (date)
I,   ………………………………………………………………(volunteer’s name) agree:

· To deliver a minimum of two Chronic Disease Self-Management courses a year for [the organisation] for a period of three years, within the geographical area as agreed at interview
· To attend a minimum of one Group Supervision a year
· To perform my volunteering role to the best of my ability
· To follow the organisation’s standards and policies, including health and safety and equal opportunities, in relation to staff, volunteers and the public
· To maintain confidentiality at all times
· To meet time commitments and standards agreed to.  In the event of exceptional or unforeseen circumstance, to give reasonable notice to a designated contact and co-Tutor, so that other arrangements can be made
· To an enhanced CRB check being carried out
Signed: …………………………….……. (Volunteer) 


Date: …………
Signed: ………………………………….. (Volunteer Manager)
Date: …………
Print name  ………………………………………..

on behalf of ……………………………………….. (name of organisation)
This agreement is binding in honour only, is not intended to be a legally binding contract between us and may be cancelled at any time, at the discretion of either party.  Neither of us intends any employment relationship to be credited in this agreement, either now or at any time in the future.
CRB Check Procedure
As from the 1st of July 2004, all people who work with vulnerable adults whether in a paid or volunteer capacity will be required to have a police check at an enhanced level.

This means that ALL volunteer and paid Tutors of the CDSMC are required to go through this process before they can deliver a course or have direct contact with course participants. This applies even if they are just coming to co-deliver a session or to help out.

These checks can only be requested once it has been decided that a person is to be offered the position of volunteer Tutor. At present the process is taking about six weeks, although this should come down to about 3-4 weeks.

The process will broadly be:
1. Initial selection of volunteer
2. Interview of volunteer

3. If selected a letter conditionally offering them a place will be sent out along with a character enquiry form and information on how to go through disclosure
4. Once this is completed and is satisfactory then the person may begin delivery of courses

A character enquiry form is a request for information regarding any previous offences prior to the information being received from the disclosure services.

Please note none of this prevents a perspective volunteer from attending a six-week course as a participant.

The Disclosure Procedure
A volunteer manager/co-ordinator should make arrangements for the volunteers to obtain a police check through the organisation that they will be volunteering for, according to the arrangements already in place for the clearing of their own staff set up by the personnel department.
These arrangements vary but the main contact is usually the personnel manager. It is important that you are fully aware of the procedure before the recruitment procedure begins.
After selection at interview the volunteer is sent a conditional acceptance letter and an explanation of the disclosure service.
The disclosure process basically follows one of these two routes.

A
1. The volunteer phones the disclosure service
2. He or she is asked to provide information that relates to them personally.  When telephoning the application line, they will also be asked to provide the 11 digit Registered Body number. They will answer some questions and a part completed form will be sent out to the volunteer
3. Once the volunteer has completed the application form, they forward it to the person who asked them to apply for a Disclosure, together with any original identity documents that are requested
4. The organisation then completes the rest of the application and returns it to the Criminal Records Bureau (CRB)
5. The results of the searches are then sent to the registered body and the volunteer in about six weeks
Or

B
1. The volunteer obtains the form directly from the Organisation that recruited them
2. The forms are completed and returned to the Organisation with proof of identity
3. The Organisation forwards the form to the CRB

4. Results are sent to the Organisation and volunteer after about 6 weeks
Documentation required includes:

· A ten-year passport

· Birth certificate

· New UK driving licence

· Marriage certificate

· Proof of address



Utility bills



Bank statements

· Details of addresses over previous 5 years.

Contact Details:
The Disclosure Service

www.disclosure.gov.uk
The Criminal Records Bureau

www.crb.gov.uk
Criminal Records Bureau

PO Box 165

Liverpool

L69 3JD 

To obtain an application form direct from CRB call 
0870 90 90 844 
Help-line 0870 90 90 811
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