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     VOLUNTEERS GUIDE


There are people who may wish to volunteer in your workplace and will approach you in order to do this.  A volunteer can assist in many ways and you may wish to consider this possibility.

After discussing the potential duties involved and outlining your requirements of them, if you feel they are suitable candidates and can contribute towards your workforce, you may wish to consider recruiting them as a volunteer.

In order to do this, there is a process to follow.

Firstly, download the Volunteer Application Form along with this guidance and list of suitable identification documents and a Staff Disqualification Declaration form from www.payroll-hr.co.uk Recruitment & Administration downloads area. 
Discuss the role/duties with the volunteer and consider what clearance checks are required.

Get the volunteer to complete the form with you and then sign it and forward it to Pre-Employment Team, HR Services, PO Box 16709, 1 Providence Place, West Bromwich, West Midlands, B70 1FT or via WebXchange : T3339986_HR_Clear (name of school) or e-mail: Clearances_team@sandwell.gov.uk.
Ask the volunteer to call us on 0121 569 8111/6022/3852/3047 to make an appointment to complete the volunteer application process and clearances checks and we will do the rest. 
We will then inform you once they are cleared and you can start using the volunteer.

What Documents Do I Need to Produce? 
Route 1 
Route 1 must always be attempted to be taken. Three documents in total must be seen; one document must come from Group 1 and a further two documents from Group 1, 2a or 2b. One document must verify the applicant’s current address. 

Route 2 
Three documents in total must be seen. One from Group 2a and two further documents from Group 2a or 2b; one of which must verify the applicant’s current address. Applicants will also be required to undergo an external ID validation service through Route Two. 
Route 3 
Five documents in total must be seen. A Certified copy of a UK Birth Certificate (UK and Channel Islands, issued after the time of birth by the General Register Office/relevant authority) required to be seen and four further documents must be seen from Group 2 comprising of one document from Group 2a and three documents from Group 2a or 2b; one of which must verify the applicant’s current address. 

Group 1 – Primary Trusted Identity Credentials 
*
Current valid Passport 
*
Biometric Residence Permit (UK) 
*
Current Photo card Driving Licence (UK, Isle of Man, Channel Islands & EU) (Full or provisional)   
*
Birth Certificate (UK and Channel Islands) issued at the time of birth;   Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces. (Photocopies are not acceptable) 
*
Adoption Certificate (UK and Channel Islands)
Group 2a – Trusted Government/State Issued Documents 
*
Current UK Driving licence (old style paper version) 
*
Birth Certificate (UK and Channel Islands) (issued after the time of birth by the General Register Office/relevant authority i.e. Registrars – Photocopies are not acceptable) 
*
Marriage/Civil Partnership Certificate (UK and Channel Islands) 
*
HM Forces ID Card (UK) 
*
Fire Arms Licence (UK, Channel Islands and Isle of Mann)
Group 2b – Financial/Social History Documents 
*
Mortgage Statement (UK or EEA)**  
*
Bank/Building Society Statement (UK, Channel Islands or EEA)* 
*
Bank/Building Society Account Opening Confirmation Letter (UK) *
*
Credit Card Statement (UK or EEA)* 
*
Financial Statement ** e.g. pension, endowment, ISA (UK) 
*
P45/P60 Statement ** (UK & Channel Islands) 
*
Council Tax Statement (UK & Channel Islands) ** 
*
Work Permit/Visa (UK) (UK Residence Permit) Valid to expiry date 
*
Utility Bill (UK)* (Not Mobile Telephone) 
*
Benefit Statement* e.g. Child Benefit, Pension 
*
A document from Central/ Local Government/ Government Agency/Local Authority giving entitlement (UK & Channel Islands)* e.g. from the Department for Work and Pensions, the Employment Service , HMRC
*
EU National ID Card – Must still be valid
*
Cards carrying the PASS accreditation logo (UK and Channel Islands) – must still be valid
*
Letter from Head Teacher or College Principal (UK - 16/19 year olds in full time education - only used in exceptional circumstances when all other documents have been exhausted) 
Please note: 
If a document in the List of Valid Identity Documents is: 
*
Denoted with * it should be less than three months old 
*
Denoted with ** it should be issued within the past 12 months 
*
Not denoted – it can be more than 12 months old 
Contact Details 
Please contact your HR Team/Recruiting Manager if you have any queries in regards to the DBS application process. 

If you experience any technical issues with the online system, please contact the CRVS Client Relations Team on 0370 850 2516 (Option 1). Lines open 9.00am-5.30pm Monday to Friday. Alternatively you can contact us by e-mail at dbs.enquiries@capita.co.uk
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