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Date: 20
th

 March 2017  

Our Ref: AppC.0317 

 

Dear Prospective Applicant 

 

Thank you for your interest in becoming an Approved Counsellor with Victims First Specialist 

Counselling Service; an innovative service developed, funded and managed by the Office of the 

Police and Crime Commissioner for Thames Valley to coordinate and improve access to 

psychotherapeutic counselling for victims of crime. 

 

I have the pleasure of enclosing this information pack which I hope assists you in determining 

whether our Specialist Counselling Service is an appropriate environment for you to practice, and to 

assess whether your experience and background is suitable for our needs. 

 

The Service is seeking appropriately trained counsellors who have evidenced experience, knowledge 

and expertise to support individuals who have been adversely impacted by an experience of crime, 

regardless of whether or not it has been reported to the police. 

 

We, here in Thames Valley, have been very fortunate to have engaged extensively with external 

partners who have an established record and expertise of working to support the diverse range of 

needs which victims of crime encounter and experience.  

 

Through our transitional grant funding opportunities for specialist counselling provision and building 

capacity, this has enabled us to support and work alongside these organisations and individuals to 

ensure therapeutic interventions have been available to those most in need, especially at times of 

crisis and trauma.  

 

We wish to build on these existing partnerships and form new ones to enable a wider choice for 

those seeking our services; but a choice which provides a resource composed of those who have a 

firm commitment and experience in supporting oftentimes very complex needs. 

 

A specialist counsellor with “Approved Status”, an internal award of the Office of the Police and 

Crime Commissioner for Thames Valley, will be recorded on our database and matched as best as 

possible to the initial needs of those presenting to the Service seeking therapeutic intervention. 

 

 



4 

 

Following an appropriate needs assessment, Victims First Specialist Counselling Service will agree to 

financially support this individual on their journey towards coping and recovery. Further extensions 

to specialist counselling are possible following the completion of progress reports etc. Further 

information concerning our processes and procedures will be made available to those who are 

successful in gaining “Approved Status”. 

 

In order for you to be considered for selection, you should be able to demonstrate you fulfil the 

essential criteria listed in the Approved Counsellor Person Specification on page 14. 

 

Please note: within the application form (Part A) you are asked to state whether this is to be 

considered a standalone application which means you will, if successful, invoice us directly for the 

work you complete on our behalf; OR whether you are applying under an organisation which means, 

if successful, the organisation will invoice us directly for any work you complete on our behalf. This is 

a key decision to reach as it will assist us in ensuring the appropriate paperwork is completed by the 

authorised person if successful. Regardless of the decision made, each applicant must submit an 

individually completed application. 

 

If, after consideration, you feel you would like to proceed and submit an application for approved 

status with Victims First Specialist Counselling Service, you must email 

counsellinghub@thamesvalley.pnn.police.uk ensuring you provide your full contact details. We will 

provide you with a Username and Password along with a link to access the online application form.  

 

However if, for whatever reason, you are unable to complete the online forms, you can request from 

the email below a word document and email and/or post as detailed below once completed.  

 

Where possible, I would encourage you to utilise the online function as this has been structured to 

ensure the least possible need for manual administration. 

  

Private & Confidential 

   Approved Counsellor Applications 

Victims First Specialist Counselling Service  

   Office of the Police and crime Commissioner for Thames Valley 

   The Farmhouse 

   Police Headquarters South 

   Kidlington OX5 2NX 

 

Or by email: counsellinghub@thamesvalley.pnn.police.uk 

 

All sections of the application must be completed as failure to do so may result in your application 

not being processed. 

 

Completed applications will be considered on the information provided and successful applicants 

may be invited for selection*. Prospective candidates will be contacted, generally via email or post, 

within three weeks of receipt of your completed applications and supporting documentation. 

 

Any offer of “Approved Status” is made subject to the following criteria:  

• proof of eligibility to work in the UK,  

• proof of residency, 

• and two satisfactory references satisfactory and,  

• a Satisfactory Disclosure and Barring Service Check. 
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Thank you for taking the time to read and reflect this and the following formation. Should you have 

any further questions and/or queries arising from your review of the information within this 

application pack, please do not hesitate to contact us. 

 

We look forward to hearing from you. 

 

Yours sincerely 

Eddie 

 

 

Edward J Fitzpatrick 

Service Coordinator 

 

 

 

 

 

 

 

 

Links: 

 http://www.victims-first.org.uk/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Selection will compose of a short informal session to meet and discuss the Victims First Specialist 

Counselling Service, the processes involved and the “Agreement”. 

 

 

Thames Valley Specialist Counselling Service, Office of the Police and Crime Commissioner for Thames Valley, 

The Farmhouse, Police Headquarters South, Kidlington OX5 2NX 

Tel: 01865 541 957  E: counsellinghub@thamesvalley.pnn.police.uk  W: www@thamesvalley-pcc.gov.uk 
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Values & Aims 
 

Enabling victims of crime to improve the quality of their lives, 

 through therapeutic intervention, to cope and recover. 

 

 

 

Our Values 

 

� Treating people with respect and dignity. 

� Valuing people for who they are without judgement or reprisal. 

� Believing in a person’s ability to change. 

� Believing that the client is the expert on himself / herself. 

� Believing that everyone is equal whilst celebrating differences. 

 

 

Our Aims 

 

� To ensure that a person’s financial status does not exclude him / her from accessing 

therapeutic interventions. 

� To offer equal and fair service to all regardless of race, gender, culture, age, financial 

status or any other differences. 

� To maintain a client centred approach at all times. 

� To learn and educate on current therapeutic practices. 

� To promote a non-judgemental, empathic and congruent approach to clients and 

professionals. 

� To maintain a high regard for confidentiality and professionalism. 
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Background 

 

The Role of the Police and Crime Commissioner in commissioning support for victims of 

crime and implementing the EU Directive 2012/29/EU. 

 

The government consultation, “Getting It Right for Victims and Witnesses”, concluded that PCCs 

should become responsible for commissioning the majority of emotional and practical support 

services for victims in their local areas from October2014.   

 

In December 2013, the Ministry of Justice (MoJ) began issuing grants to Police and Crime 

Commissioners (PCCs) under the Domestic Violence, Crime and Victims Act 2014 to support the 

development of local commissioning of services to support victims of crime, including Restorative 

Justice. The initial tranche of funding was received in December 2013 (the 2013/2014 Victim’s 

Funding). 

 

The Anti-Social Behaviour, Crime and Policing Act 2014 came into effect from March 2014 and 

widened the commissioning powers available to PCCs, including those PCCs would use in 

commissioning services to support victims of crime. 

 

At a national level, the Ministry of Justice would continue to commission certain key services 

including: 

 

• A witness service 

• A Homicide Service 

• Support service for victims of human trafficking, 

• Support for victims of rape through rape centres, and 

• Some national telephone helplines for victims. 

 

The UK along with 26 other Member States of the European Union are bound by the obligations of 

the EU Directive 2012/29/EU establishing minimum standards on the rights, support and protection 

of victims of crime which comes into force from October 2015. The aim of the EU Directive is to 

ensure all victims of crime anywhere within the EU receive a minimum standard of support and 

protection.  

 

The 2014/15 Grant Conditions mirror the EU Directive (and in particular Articles 8 and 9 of that 

Directive), including the requirements that support services for victims, and in some cases their 

families, are: 

 

• free of charge, 

• confidential, 

• non-discriminatory (including being available to all regardless of residence status, nationality 

or citizenship), 

• available whether or not a crime has been reported to the police, and 

• available before, during and for an appropriate time after any investigation or criminal 

proceedings. 

 

 

The EU Directive 2012/29/EU also states that services provided or commissioned in accordance with 

condition 3 must include a referral service: 

 

• with which contact can be made by referring organisations or victims (and family members); 
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• through which the needs of victims (and family members) can be assessed; 

 

• by which victims (and family members) can be provided with relevant information and/or 

referred to suitable victim support services, in accordance with their needs; and 

 

• by which victims who report crime in a PCC area but who reside in a different PCC area can 

have their personal data transferred to the support arrangements in place in their area of 

residence. 

 

• that complies with the Data Protection Act 1998 

 

 

Commissioning the‘non-specialist’ victims service 

 

REGIONAL ARRANGEMENTS FOR COMMISSIONING A REFERRAL MECHANISM AND ONWARD 

SUPPORT (THE ‘NON-SPECIALIST’ SERVICE) 

 

Changes to the commissioning landscape for victim’s services mean that a mixed model of local and 

national commissioning was developed, involving local commissioning by PCCs of referral 

arrangements and associated support services while the Ministry of Justice re-tendered and 

commissioned at a national level both the witness and homicide services. 

 

Currently the Office of the Police and Crime Commissioner for Thames Valley following extensive 

engagement with partners in the statutory and non-statutory sectors and with victims have 

commissioned the following services to support victims of crime within our region: 

 

 Victims Assessment & Referral Centre 0808 168 9274/0808 168 9111 (out of hours) 

  

Hate Crime (3
rd

 Party Reporting)  0300 123 4148 

  

Young Victims    0800 133 7938 

  

Sexual Violence    0800 221 8186 

  

Victim-led Restorative Justice  0184 420 2001 

  

Domestic Violence (Complex Needs) ceo@bwaid.org.uk    Berkshire 

      romybriant@btinternet.com  Oxfordshire 

      partnerships@smartcjs.org.uk  Bucks/MK 

  

Exploitation/Slavery   admin@rahab.co.uk   Reading 

      info@elmorecommunityservice.org.uk  Oxford 

 

 

Further information concerning these commissioned services along with other services which have 

been grant funded can be found at https://www.thamesvalley-pcc.gov.uk/supporting-victims/  
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Victims First Specialist Counselling Service 

 

 

Victims First Specialist Counselling Service aims to provide an accessible high quality counselling 

service responsive to the changing needs of victims of crime. In order to achieve this we maintain 

high professional standards and are bound by the Code of Ethics of the United Kingdom Council for 

Psychotherapy (UKCP) and/or Ethical Framework of the British Association for Counselling & 

Psychotherapy (BACP). 

 

Victims First Specialist Counselling Service will receive referrals from various pathways and where 

the individual referred meets the criteria, those counsellors who successfully are awarded 

“Approved Status” will be initially matched following a check of availability. Further information 

concerning the processes, procedures and training in the CRM Database and Management System 

supporting this service which Approved Counsellors are required to follow will be made available if 

successful. 

 

The Specialist Counselling Service offered is an integrated part of the overall provision of services 

offered by Victims First and promotes and supports the psychological and emotional health of those 

who have experienced victimhood. The service supports those who are the most vulnerable 

individuals (code-of-practice-for-victims-of-crime.PDF) and who for whatever reason are unable to 

access therapeutic interventions through other agencies. 

 

We respect the autonomy and individuality of each individual victim accessing the Specialist 

Counselling Service and therefore develop the counselling service to meet the diverse and individual 

needs of those it aims to serve. We aspire to offer regular one-to-one counselling and also one-off 

crisis intervention on an appointment basis. 

 

In order to achieve the above it is important we recruit, value and support appropriately skilled 

counsellors to staff the Specialist Counselling Service. As part of this we will facilitate on occasion 

ongoing development opportunities to support the development of counsellors within the Service.  

 

Victims First Specialist Counselling Service recognise the importance of partnership working and the 

added value this can bring. Close working relationships have been developed with statutory and 

third sector organisations locally and nationally. 

 

We seek to maintain and develop close professional relationships with statutory mental health 

service providers and other services enabling appropriate referrals where specialist counselling is 

not appropriate. 

 

Please note the following: 

• If successful, the award of “Approved Status” is not intended to create a relationship of 

employer and employee or principal and agent (Section B, Consultancy Agreement).  

 

• The Approved Counsellor is retained on a non-exclusive “when needed” basis to provide the 

Services on an ad hoc basis for the duration of the Agreement (Section 2.2, Consultancy 

Agreement). 

 

• The Client (Victims First Specialist Counselling Service) has no obligation to offer work, 

schedules of work, projects, future contracts or agreements to the Counsellor, and if it does 

make any such offer, the Counsellor is not obliged to accept it. (Section 2.4, Consultancy 

Agreement) 
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Data Protection & Confidentiality 

 

 

 

Data Protection – The Requirements 

The Date Protection Act 1998 sets out legislative requirements for managing the processing of 

“personal” and “sensitive personal” data. These requirements extend to all living persons and are in 

place to: 

• protect individuals from the use of incorrect information about them 

• protect individuals from improper use of their information 

• provide individuals with a right to know what information is held about them and to claim 

compensation in situations where they suffer damage or distress as a result of the loss, 

destruction or unauthorised disclosure of their information 

• Ensure UK compliance with the European Directive on the Processing of Personal Data. 

 

Processing of personal data includes: 

• Collection 

• Use or Retrieval 

• Storing or Retention 

• Disclosing 

• Deletion 

 

The requirements of the Act must be applied to information held on computers as well as most 

manual filing systems. 

 

 

Data Protection – The Principles 

The Act is underpinned by 8 principles which ensure “good practice” and protect the personal data 

of the individuals about whom we process data. These are, the information is: 

1. processed fairly and lawfully, 

2. only used for the purpose it was recorded for, 

3. adequate, relevant and not excessive in purpose, 

4. accurate and kept up-to-date, 

5. held no longer than necessary, 

6. processed in accordance with the rights of the individual it is about, 

7. kept secure and has procedural measures in place to ensure its protection, 

8. and should not be transferred outside the European Economic Area (EEA). 

 

 

Information Held 

With the aim of offering professional and effective provision, Victims First Specialist Counselling 

Service keeps general statistics relating to the number of people using and accessing the Service, and 

the issues presented. These statistics do not contain information from which an individual can be 

identified.  

 

 

Security 

All records are retained securely for seven years after a successful application and then disposed of 

confidentially. 
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Access 

Under the Data Protection Act 1998, you have a right of access to records containing personal data. 

Requests received under the Freedom of Information Act and the Data Protection Act are managed 

by the Office of the Police and Crime Commissioner for Thames Valley.  

 

Please forward any requests to the following addresses, as appropriate: 

 

The Office of the Police and Crime Commissioner for Thames Valley  

The Farmhouse 

Thames Valley Police Headquarters 

Oxford Road, Kidlington 

Oxon, OX5 2NX 

Email: pcc@thamesvalley.pnn.police.uk 

Contact Us  

 

You should be aware that if you request a copy of notes, they could be seen by other members of 

Victims First staff as part of the Freedom of Information process. 

 

 

Confidentiality 

The Victims First Specialist Counselling Service maintains strict standards of confidentiality and the 

Approved Counsellors work is in accordance with the Ethical Framework of the British Association of 

Counselling and Psychotherapy. All those engaged with Victims First Specialist Counselling Service do 

not provide information about any team member, whether paid or unpaid, to anyone outside the 

Service except: 

I. When the individual has given consent for the information to be disclosed; 

II. When the disclosure is required for the purpose of any legal proceedings; 

III. When it is believed there is a risk of harm to a member of Victims First Specialist 

Counselling Service, whether paid or unpaid, or someone else, or of damage to 

property. 

In circumstances (ii) and (iii), permission will be sought for the consent to disclose information, if at 

all possible. If there is no indication that this is likely to happen and any danger is perceived to be 

acute, we may be obliged to pass on the information directly. 

 

 

In accordance with their profession requirements, Approved Counsellors may discuss their work with 

an external Counselling Supervisor/Consultant and/or with other Counsellors. Such discussions are 

purposeful and the identity of the client/s should not revealed.  

 

Please inform us if you have any concerns or queries about these Data Protection Guidelines. 

 

The Data Protection Act (1998) requires us to obtain your consent for this record keeping. 

 

Signature: ………………………………………………………………………………………………………… 

 

Name:  ………………………………………………………………………………………………………… 

 

Date:  ………………………………………………………………………………………………………… 
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Suitability for the Role – what does it mean? 

 

Before you complete the application form seeking approved status, please look through the role 

description and person specification. 

 

The role description informs you what duties and responsibilities are involved with the role. 

 

The person specification informs you what we believe would be the skills, knowledge, experience 

and values of someone who would be most suitable for the role. 

 

The recruitment process will assess each application against the person specification. 

 

The person specification identifies which criteria we will use to decide if someone will be invited to 

attend selection. You are required to evidence you meet all of these requirements to be short-listed 

for selection. 

 

When you fill in the section on the application form headed “Information in support of your 

application” you will be evidencing how you feel you meet the requirements we have set out in the 

person specification. Please note: we will not be able to make assumptions about what you have to 

offer – you have to tell them!  

 

You must complete all sections of the application form.  
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Approved Counsellor Role Description 

 

 

Organisation:  Victims First Specialist Counselling Service 

 

Title:   Approved Counsellor 

 

Responsible to:  Service Coordinator 

 

Role Summary: To provide emotional and therapeutic support to victims of crime accessing 

the Specialist Counselling Service on a one-to-one basis and, where deemed 

appropriate, group work.  

 

Introduction: This role description is intended to provide guidance as to the type of 

activity, the duties and responsibilities of an Approved Counsellor. Victims 

First Specialist Counselling Service provides therapeutic intervention to 

those presenting with a wide range of issues and difficulties as a result of 

victimhood. 

 

Outline of Role:  

• To develop and promote a positive relationship with the victim of crime (client) with 

whom the approved counsellor is matched. 

• Have excellent listening and communication skills. 

• Be non-judgemental in approach and trained in humanistic counselling/therapy. 

• To manage appropriate professional boundaries in the counsellor/client relationship. 

• To be consistent and dependable. 

• Maintain confidentiality and adhere to guidance and procedures, in accordance with 

Victims First. 

• Work in conjunction with the Service Co-ordinator to provide a quality service. 

• Maintain records for monitoring, evaluation and tracking purposes in addition to service 

evaluation. 

• Participate in regular support and supervision meetings. 

• Be part of any relevant staff training days. 

• To take responsibility for own professional training and development. 

• To keep up-to-date with development in the field of counselling. 

• Other duties which may from time to time require the input of the approved counsellor 

(e.g., shared training). 

 

Qualifications: 

• At a minimum, approved counsellors must be/have through the engagement period with 

the service, membership of a recognised and relevant trade body whose membership is 

contingent on following an ethical code of practice such as, but not limited to, the British 

Association of Counselling and Psychotherapy (BACP). 

• Registered status with one of the relevant registers accredited to the Professional 

Standards Authority. The only exception to this being the usage of counsellors 

undertaking training on a BACP-accredited course or having recently completed such a 

course (less than 2 years ago). In such cases arrangements must always be made for 

appropriate supervision of cases to be undertaken by a registered practitioner. (Please 

see Appendix 1 for further information). 
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Approved Counsellor Person Specification: 

 

No: Essential Criteria Assessment 

Method 

1 Completion of a recognised psychodynamic certificate in counselling or 

psychotherapy course, OR 

Completion of a recognised psychodynamic counselling skills course, AND 

On the second year of a recognised Diploma in psychodynamic counselling or 

psychotherapy training at practitioner level. 

A  

2 To be established in psychodynamic therapy/counselling as part of your 

training (minimum 6 months at the time of application AND 

Theoretical grounding in the humanistic school of counselling and 

psychotherapy and work in a client centred way. 

A 

3 Individual membership with one of the relevant registers accredited to the 

Professional Standards Authority. (Please note: exceptions stated on page 12 

“Qualifications”). 

A 

4 To be bound by the British Association of Counselling & Psychological Ethical 

framework and/or the member organisations of the United Kingdom Council 

for Psychotherapy Code of Ethics. 

A  

5 A commitment to understanding the key issues of engaging with those 

individuals who have been impacted by their experience of crime and where 

stated, to have the necessary background, knowledge and experience to be 

considered a specialist in those stated areas submitted in their application. 

A / I / S 

6 Commitment to incorporating equality and diversity principles into all aspects 

of work. 

A / S 

7 A commitment to work within Victims First Specialist Counselling Service good 

practice standards/agreements. 

A / I / S 

8 A commitment to ongoing support and supervision. A  

9 A commitment to ongoing personal and professional development. A  

10 The ability to self-reflect and be self-aware. A / I / S 

11 A willingness and commitment to complete all work undertaken within 

Victims First Specialist Counselling Service. 

A / I / S 

12 The ability to complete administrative forms and to keep confidential records. A / S 

 

No: Desirable Assessment Method 

1 Experience of working with victims of crime A 

2 Knowledge or experience of mental health issues A 

3 Experience of counselling groups or telephone counselling. A 

4 Varied clinical experience A 

5 Varied life experience A 

 

Key to Assessment Method column: 

A Application Form 

I Interview 

S Selection 
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Private & Confidential 
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PART A:     INDIVIDUAL OR ORGANISATIONAL APPLICATION 

Is this application being made under the auspices of an organisation: 

Yes  No  

If you have answered yes to the above, please state the organisations name below: 

(insert organisational name) 

Please note: if you have agreed to submit an application under the auspices of the above named organisation, it will 

be the organisation who invoices this office directly for any work completed. 

 

PART B:     APPLICANT DETAILS 

Title: Dr/Mr/Mrs/Miss/Ms/Other (Delete as appropriate) 

First Name/Forename(s): Family Name / Surname(s):  

Street Address: 

Town: 

Country: Post Code: 

 
PART C:     PRACTICE DETAILS 

Name: 

Street Address: 

Town: 

Country: Post Code: 

PRACTICE COVERAGE: 

Berkshire 

Buckinghamshire 

Milton Keynes 

Oxfordshire 

Yes  No  

Yes  No  

Yes  No  

Yes  No  

ADDITIONAL PRACTICE DETAILS 

Wheelchair accessible? Yes  No  

Are evening appointments available? Yes  No  

Are weekend appointments available? Yes  No  

 
PART D:     CONTACT DETAILS: 
(Please give telephone numbers on which you can be reached personally and whether it is appropriate to leave a message.) 

Mobile: Appropriate to leave 

message?  

Yes  No  

Work: Appropriate to leave 

message?  

Yes  No  

Home: Appropriate to leave 

message?  

Yes  No  

Email address:   

National Insurance Number: 

 

 

 

PART E:     REFERENCES 

Please give the details of at least two referees from your current and previous employer. References will not be 
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accepted from relatives or from people writing solely in the capacity of friends. The Office of the Police and Crime 

Commissioner for Thames Valley reserves the right to request further references.  

REFEREE 1: 

Title: Dr/Mr/Mrs/Miss/Ms/Other (Delete as appropriate) 

First Name/Forename(s): Family Name / Surname(s): 

Position:  

Name of Employer:  

Relationship to you (e.g. Line manager, HR representative, Supervisor): 

Referee Email Address: 

(preferable) 

Contact No: 

Address:  

Town / City: County: 

Post code: Telephone No: 

REFEREE 2: 

Title: Dr/Mr/Mrs/Miss/Ms/Other (Delete as appropriate) 

First Name/Forename(s): Family Name / Surname(s): 

Position:  

Name of Employer:  

Relationship to you (e.g. Line manager, HR representative, Supervisor): 

Referee Email Address: 

(preferable) 

Contact No: 

Address:  

Town / City: County: 

Post code: Telephone No: 

 
PART F:     EDUCATIONAL QUALIFICATIONS  

Applicants will be required to provide proof of relevant qualifications either at interview or prior to appointment. 

Please list the most recent first. If none gained mark N/A.  

Title of Qualification Award Type Award Date 

   

   

   

   

   

   

 
PART G:     RELEVANT TRAINING 

Please provide details of relevant training you have successfully completed.  Include the titles of relevant courses/ 

training sessions and the dates completed. 

Course Title Date of Course 

  

  

  

  

  

  

 
PART H:     PROFESSIONAL MEMBERSHIP AND QUALIFICATIONS 
Please indicate any valid professional membership and qualifications you hold: 



18 

 

Name of Professional Body Membership Type 

/Qualification issued 

Date became a 

Member /Awarded 

Qualification 

Membership Number        

/Qualification level 

    

    

    

    

    

    

 
PART  I:     SUPERVISION DETAILS 

Do you have a current clinical supervisor? 

Yes  No  

If yes, please provide the following details:  

Supervisors Profession: 

Supervision Frequency: 

Do you undertake peer supervision?   

Yes  No  

If yes, please provide:  

Professional background of peer members; 

frequency; 

and theoretical and clinical components discussed at the group. 

Can the supervisor be contacted to provide a reference? 

Yes  No  

If yes, please provide the following details if you have not already done so:  

Supervisors Name 

Supervisors Email 

Supervisors Contact No 

 

PART J:     CONTINUING PROFESSIONAL DEVELOPMENT 
Applicants are required to specify the most relevant professional development undertaken in the last 3 years. Please list the most 

recent first. If none gained mark N/A. 

Title  Type Date 

   

   

   

   

   

   

You may wish to use the space below to describe in more detail, some of the topics covered in the courses 
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PART K:     COUNSELLING EXPERIENCE 

1.  Do you provide counselling as part of your normal clinical practice? 

Yes No 

2. Approximately how many hours of counselling have you provided in the last 12 months? 

Yes No 

3. What percentage of your clients in the past 3 years have been victims of crime? 

Yes No 

 4.    Have you worked with victims of crime in the past 3 years in another capacity? 

Yes  No  

 5.    If your current clinical practice is in an urban area, have you previously had clinical experience in a 

remote/rural area?       

Yes  No  

 6.   Have you worked with any of the following client groups? (Please tick all applicable) 

Children (0-6 years)   
Clients who identify as 

lesbian/homosexual/bisexual 
 

Children (7-16 years)   Clients who identify as transgender   

Young people (16-18 years)   Clients who have a history of alcohol use   

Young people (18-21 years)   Clients who have a history of drug use   

Clients who have a history of mental 

illness  
 

Clients who have a cognitive impairment 

(other than as listed)  
 

Clients who have an intellectual disability   Culturally and linguistically diverse 

backgrounds  Please specify  
 

Clients who have an acquired brain injury   

 7.   Please list any specialist training undertaken in the above areas: 

Title  Type Date 
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PART L:     WORKING WITH VICTIMS OF CRIME: 

1. Which types of victims have you worked with? (Please tick all applicable)  

Male Adult survivor of child sexual assault  Child Domestic Violence  

Female Adult survivor of child sexual 

assault 

 Domestic Violence 
 

Male Recent sexual assault  Family Violence  

Female Recent Sexual Assault  Hate Crime  

Homicide  Young Victims  

Physical Assault  Elder Abuse  

Robbery  Abduction  

  Kidnapping  

2. Please list any specialist training undertaken in the areas identified in Q.1 

Title Type Date 

   

   

   

   

   

   

   

   

3. What is your clinical experience in these areas? 

 

 

 

 

 

4. Please list any other experiences or activities where you have supported victims of crime. 

 
 
 
 
 
5. Which of the following therapy types do you use in you clinical approach? (Please tick all that are applicable) 

Acceptance and Commitment  Psychotherapy  

Play  Psycho-education  

Emotion focused  Mindfulness-based cognitive  

Brief Solution Based  Cognitive Behavioural  

Narrative  Motivational interviewing  

Sand Play  Hypnotherapy  

Psychodynamic  Person-centred  

Psychoanalytic  Integrative  

Cognitive  Systematic  

Family Art  Dialectic Behaviour  

Hakomi Experiment  Critical Incidence Stress Debriefing  

Eye movement desensitisation and 

reprocessing 
   

6. Please list any specialist training undertaken in the therapy types identified in Q.5. 
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RESIDENCY 

Have you been outside the UK for longer than a 3 month period in the last 3 years (including educational 

placements)? 

Yes  No  

If you are offered the role you will be required to provide a Certificate of Good Conduct for any country that you have been in for one 

month or more outside of the UK during this 3 month period. Please be aware that the certificate's can often be difficult and time 

consuming to obtain and may delay the recruitment process. It is advised to look into this as soon as possible. For further information on 

how to request a certificate please go to http://www.fco.gov.uk/en/. Please contact us if you have any other queries. 
 

WORK PERMIT 

What is your Nationality?  

Do you require a work permit for employment in the 

UK? 

Yes  No  

Do you have a work permit? Yes  No  

If Yes, please provide an expiry date:  

 

 

Title Type Date 

   

   

   

   

   

   

   

   

7. Describe your approach to initial consultations with, and assessments of victims of crime. 
 

 

 

 

 

 

8. Describe how you currently review and monitor the progress of the services you provide to victims of crime. 
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DECLARATION 

By submitting this application electronically, it is deemed that you have agreed to the declaration below. Where a false 

statement is knowingly made to obtain approved status the agreement may be terminated and the Approved Counsellor 

will be withdrawn from the register. 

Data Protection Act: Consent and Certification of Details: 

The Police and Crime Commissioner for Thames Valley is under a duty to protect the public funds they 

administer. If you are successful in your application, as well as using the personal information you provide in 

written or electronic form for the purposes of staff administration, we may use this information for the 

prevention and detection of fraud.  

We may also share this information for the same purpose with other bodies responsible for auditing or 

administering public funds. In this case, any sharing of such personal information will be in full compliance with 

the Data Protection Act. For further information please refer to the National Fraud Initiative.  

I declare that all the statements I have made in this application are true to the best of my knowledge and 

belief and that I am in possession of the certificates I claim to hold. No relevant information has been 

withheld. 

I understand that: 

- I must inform the Victims First Specialist Counselling Service Coordinator without delay of any change in 

my circumstances. 

- The Police and Crime Commissioner for Thames Valley and/or his designated representative retains the 

right to reject any application without giving reasons. 

- Any offer of approved status will be subject to satisfactory references and submission of a current 

Disclosure and Barring Service (DBS) check. 

- If I have knowingly made a false statement or deliberate omission in the information I have provided in 

this form, I may be disqualified from being awarded “Approved Status” and from making future 

applications. 

 

Signature: 

 

Date: 
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EQUAL OPPORTUNITIES MONITORING FORM 

The Police and Crime Commissioner for Thames Valley Police is committed to ensuring equality of 

opportunity for all applicants. The information given will not be form part of the application and/or 

selection process. 

Date of Birth: Place of Birth: 

ETHNIC ORIGIN 

We are keen to recruit people with a wide range of skills and experiences and an understanding of different 

cultural issues. We are particularly encouraging people to join us from black, Asian and other minority ethnic 

communities, who are under-represented. In order to support our values we would urge you to disclose your 

ethnicity.  

Asian or Asian British Indian  Mixed White and Asian  

Asian or Asian British Pakistani  Mixed Black and White British African  

Asian or Asian British  Mixed Black and White Caribbean  

Bangladeshi  White British  

Black or Black British African  White European  

Black or Black British Caribbean  Any other background  

Chinese  Any other Ethnic Group  

SEXUAL ORIENTATION 

Bisexual  Transgender  

Gay/Lesbian  Prefer not to say  

Heterosexual  Other  

RELIGIOUS BELIEF/FAITH 

Buddhist  Sikh  

Christian  Rastafarianism  

Muslim  Agnostic  

Hindu  Atheistic  

Jewish  Prefer not to say  
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DISABILITY 
Under the Equality Act 2010, you are disabled if you have a physical or mental impairment which has a “substantial” and “long-term” 

negative effect on your ability to do everyday daily activities. 

Blind  Hearing Impairment  

Chronic pain  Mobility Impairment  

Deaf  Myalgic Encephalomyelitis (ME)  

Diabetes  No Disability  

Dyslexia  Other Disability  

Epilepsy  Visual Impairment  
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Guidance on the Recruitment of Ex-Offenders 

 
 

In order to safeguard the individuals being supported through Victims First Specialist Counselling 

Service, we require all Approved Counsellors and Volunteers to hold a current Disclosure and Barring 

Service (DBS) check which must be submitted as part of the application process.  

 

Victims First Specialist Counselling Service will treat each applicant within our service fairly and not 

discriminate against the applicants on the basis of a conviction or other information, which may be 

revealed.  

 

Victims First Specialist Counselling Service can only ask an individual to provide details of convictions 

and cautions which we are legally entitled to know about and which are not protected 

(Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended. We only request a 

Standard or Enhanced disclosure where it is necessary and relevant to the position held by an 

individual within the Service.  

 

We actively promote equality of opportunity for all with the right mix of talent, skills, experience and 

potential and welcome applications from a wide range of people. 

 

At interview/selection we will ensure that an open and measured decision can take place on the 

subject of offences.  

 

If information is not revealed at interview/selection, which is directly relevant to the position being 

sought, this may lead to withdrawal of any offer provided by this Service in its recruitment of 

Approved Counsellors and/or Volunteers 

.  

At interview/selection, or when a disclosure is received which shows a conviction, the following will 

be taken into consideration:  

• Whether the conviction is relevant to the position being offered.  

• The seriousness of the offence.  

• The length of time since the offence took place.  

• Whether there is a pattern of offending behaviour.  

• Whether the applicant’s circumstances have changed since the offence(s) took place.  

 

Victims First Specialist Counselling Service will ensure that all staff involved in the recruitment and 

management of posts within our service are aware of this guidance and have received relevant 

training and support.  
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Guidance Information & The Rehabilitation of Offenders Act (1974) 

 

 
Any offer to join Victims First Specialist Counselling Service is subject to an ENHANCED 

DISCLOSURE (DBS check).  

 

Applicants should read the following guidance notes before completing the declaration overleaf. 

Victims First Specialist Counselling Service will not discriminate against ex-offenders. Providing 

details of previous convictions will not automatically prevent you from working with or volunteering 

at Victims First Specialist Counselling Service. Previous convictions will be considered in relation to 

the nature of work, and will only be taken into account if the offence is related to the type of work 

to be undertaken.  

 

 

The Rehabilitation of Offenders Act (1974) & ‘Spent’ Convictions. 

 

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become 'spent', or 

ignored, after a 'rehabilitation period'. A rehabilitation period is a set length of time from the date of 

conviction. After this period, with certain exceptions, an ex-offender is not normally obliged to 

mention the conviction when applying for a role or obtaining insurance, or when involved in criminal 

or civil proceedings.  

 

A ‘spent’ conviction need not be declared on your application form or at interview unless you are 

applying for a post in one the following areas:  

• Solicitor, Chartered or Certified Accountant.  

• Working with people under the age of 18 or over the age of 65.  

• Working with people suffering from serious illness or mental disorder of any kind.  

• Working with people addicted to alcohol or drugs.  

• Working with people who are blind, deaf or dumb and people who are substantially and 

permanently handicapped by illness, injury or deformity.  

• Work relating to leisure or recreational activities for people under the age of 18, if you 

would have access to people under the age of 18,  

• Working in a school or establishment of further education.  

 
As working with Victims First Specialist Counselling service entails being in contact with one or more 

of the categories listed above, applicants are advised that they are not entitled to withhold any 

convictions, which are regarded as “spent” under the Rehabilitation of Offenders Act (1974). The 

nature of work carried out within our service renders all posts, positions exempt from Section 4 (2) 

of the Act in accordance with the Rehabilitation of Offenders Act (1974), (Exemptions) Order 1975. 

As such applicants are required to declare and provide details of all convictions and cautions, 

including “spent” convictions. 
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Declaration of All Previous Convictions 

Name of Applicant: Date of Application: 

(Please enter your full legal name) DD/MM/YYYY 

Do you have any previous convictions or cautions (including any that may be considered as “Spent” by the 

Rehabilitations of Offenders Act 1974)? 

Yes  No  

If yes, please give details: 

Do you have any offence pending trial? 

Yes  No  

If you have, it will not necessarily mean you will be excluded from the application process. We will take 

into account the nature of the conviction, the circumstances and how long ago it happened. Please use a 

separate piece of paper if necessary, stating the nature of the conviction(s), outcome(s) and date(s). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
This information is Private & Confidential and will only be seen by the Designated Person (see 

Victims First Specialist Counselling Service “Guidance for the secure handling, use, storage and 

retention of disclosure information”). 

 

Please be advised due to the nature of the services we provide, it is a requirement for all individuals 

engaged with Victims First Specialist Counselling service, to evidence they hold and have submitted a valid 

DBS check. Please print and sign below to acknowledge you have read and understood this.  

I (enter your name) acknowledge that I have read this information and understand failure to comply may 

result in my application being withdrawn. 

Signed:  

 

Print Name:  

 

Date  

 

Please complete this form and return in a separate envelope. 
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Guidance for the Secure Handling, Use, Storage and Retention of Disclosure Information 

 
It is Victims First Specialist Counselling Service practice to have each applicant who wishes to support 

the aims of this Service comply with the submission of a current and valid Disclosure and barring 

Service (DBS) check as this Service will support young people and vulnerable adults.  

 

Request for Disclosure  
Disclosures must be evidenced when this information is necessary to posts, paid and unpaid, within 

Victims First Specialist Counselling Service, where there is:  

a) direct contact with young people i.e. support worker posts or  

b) the worker will have access to information regarding young people. 

c) direct contact with vulnerable adults. 

 Information provided on a disclosure certificate will only be used for recruitment purposes.  

The designated person, Service Coordinator, will ensure that all applicants comply with the above,  

and will also seek their consent before using disclosure information for any other purpose other 

than recruitment.  

 

Disclosure Information  
Disclosure information will only be shared with those authorised to see it in the course of their 

duties: i.e. the designated person/s above. Where additional disclosure information is provided to 

the designated signatory and not to the disclosure applicant, the designated signatory will not 

disclose this information to the applicant, but will inform them of the fact that this information has 

been provided, should this affect the recruitment decision.  

 

No image or photocopy of the disclosure information will be made, however the following details 

will be recorded on the Victims First Specialist Counselling Service Record of Disclosure form:  

 

• Date the disclosure was issued  

• Name of subject  

• Type of disclosure  

• Position for which disclosure was requested (volunteer/role title)  

• Unique reference number of disclosure  

• Recruitment decision taken  

 

All disclosure information will be stored on the subjects personnel file, in a locked no- portable 

container. Only authorised personnel have access to these files.  

 

All staff having access to disclosure information will be made aware of this guidance and will have 

received relevant training and support.  

 

Copies of this guidance will be included in the Victims First Specialist Counselling handbook and 

made available to any applicant , if successful, within the Service. 
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Standards Framework for meeting the counselling needs of victims of crime. 

 

In order to participate in the framework for the provision of specialist counselling services 

supporting victims of crime in the Thames Valley area through the Office of the Police and Crime 

Commissioner for Thames Valley’s (OPCC) service, the individual counsellor and/or organisation 

must:  

 

1. Be, and remain through the period of engagement with the service, a member of a 

recognised and relevant trade body whose membership is contingent on following an ethical 

code of practice such as, but not limited to, the British Association of Counselling and 

Psychotherapy (BACP). 

 

2. Never had individual and/or its organisational membership from a recognised and relevant 

trade body withdrawn by that body for any reason whatsoever. 

 

3. Have endorsed as individual and/or organisational policy an ethical code of practice that as a 

minimum complies with the standards set out in the BACP Ethnical Framework – Providing 

a good standard of practice and care, and written confirmation from all individuals who are 

awarded “Approved Status” that they have read and understood its content. Compliance 

with this statement is furthermore made a condition of engagement with this service via our 

“Agreement”. 

 

4. Have individual and/or organisational internal quality assurance mechanisms that can check 

as to whether standards of practice are being maintained and a comprehensive process for 

taking prompt action should this reveal any incidence of falling below these standards of 

practice. 

 

5. Have registered status with one of the relevant registers accredited to the professional 

Standards Authority. The only exception to this being the usage of counsellors undertaking 

training on a BACP-accredited course or having recently completed such a course (Less than 

2 years ago). In such cases arrangements must be in place for appropriate supervision of 

cases to be undertaken by a registered practitioner*. 

 

6. Have more than negligible experience of providing counselling services in the last 3 years 

amounting to at least 100hours. This criteria can be met by the individual and/or 

organisation itself. 

 

7. Notify the Service Coordinator of any individual involved in the provision of specialist 

counselling services who is cautioned, arrested or charged with any offence, or is the subject 

of any allegations of misconduct in the delivery of this service. 

 

8. Have appropriate policies and practice in relation to the supervision of cases and 

professional development. 

 

9. Provide all clients with a clear statement of what they can expect from the specialist 

counselling service in terms of standards of behaviour, confidentiality and their right to 

complain to the Office of the Police and Crime Commissioner for Thames Valley, if the client 

is unhappy with the way the complaint has been handles by the Approved Counsellor and/or 

organisation themselves. 
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10. Carry out and record assessments of client need before delivering any service funded by 

Victims First Specialist Counselling Service, which enables an individual care plan to be 

implemented. 

 

11. Be available for clients and potential clients to make contact at all reasonable times to 

arrange and re-arrange appointments, provide a range of appropriate ways through the 

client can make contact, and have the capacity to respond promptly to referrals. 

 

12. Have in place arrangements to access and use our dedicated Client Relationship 

Management System recording all relevant information of work undertaken. 

 

13. Understand the range of counselling and other support services available in Thames Valley 

or how to find out the details as to what else may be available. Put in place referral 

mechanisms where it is identified a client needs the support from an alternative or 

additional provider to meet their needs. 

 

14. Be prepared to make a contribution to the development of Victims First Specialist 

Counselling Service including the capacity to attend meetings as and when required, a 

willingness to share expertise with other Approved Counsellors, whether paid or unpaid, and 

participate in “training-swap” programmes. 

 

15. Be financially sound such that there is no reason to believe that an individual and/or 

organisation will become insolvent during the life of their Approved status. 

 

16. Not advertise the award of Approved Status as this is an internal mechanism of the Office of 

the Police and crime Commissioner for Thames Valley. 

 

In addition to the above standards the following information will be evidenced through the 

application process: 

 

1. The individual counsellor and/or organisation must be able to demonstrate a strong track 

record with a minimum of 12 months proven delivery ability. 

 

2. The individual counsellor and/or organisation must be able to demonstrate what they do in 

addition or differently to meet the needs of their specific client group, e.g., engaging with 

victims of sexual violence. 

 

3. The individual counsellor and/or organisation must be committed to engage in working 

alongside other individual counsellors and/or organisations in a constructive and positive 

way. 

 

4. The individual counsellor and/or organisation must be able to demonstrate how they 

support Continuing Professional Development (CPD). 

 

*At the time of writing this includes the registers operated by: 

 National Counselling Society 

The Association of Christian Counsellors 

 British Association of Counselling and Psychotherapy 

 British Psychoanalytical Council 

 Counselling & Psychotherapy Scotland 

 UK Council for Psychotherapy 
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We look forward to hearing from you 
 

 


