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Introduction

The Met Volunteer Programme (MVP), in liaison with the MPS Occupational Health unit and Medical Recruitment, has produced a set of procedures that will allow for all new potential volunteer applicants to be considered for capability reports via Medical Recruitment.

All potential candidates will be assessed for any special support they may need in their roles as volunteers and to enable Borough MVP Managers to assess whether relevant reasonable adjustments are feasible within their particular Borough constraints.    

Please note: this procedure has been implemented in order for the MVP to responsibly carry out its duty of care to potential volunteers with disabilities. However, to allow for instances where adjustments cannot be made, the following text will be included on both the Application Form and the required Medical Capability Questionnaire (MCQ) that applicants will complete (see Appendix 1):

“If your application is successful and you have a disability, consideration may be given to assisting you in your volunteering role. As a volunteer, however, you are not in ‘employment’ as defined in the Disability Discrimination Act 1995. The Metropolitan Police Service is not, therefore, obliged to take any steps to assist you and you should not rely on any such steps being taken.”  

This document details the procedures for assessment viaThe  HR Medical Recruitment  Centre at  Hendon and the Occupational Health Unit as well as referring to the MCQ which all volunteer applicants will be asked to complete.

If you have any queries or comments on this document, please contact: 

Sue Rich, MVP Lead on 782656 or   email: sue.rich@met.police.uk

Or your local Borough MVP Manager (see Appendix 4, MVP Manager contact details)

1)  Procedure for assessment of all new volunteer applicants for Capability Report (see also Appendix 2: MVP Occupational Health Assessment flowchart).

IMPORTANT NOTE: It is important that the MVP Manager seeks to initially discuss with their local Steering Group what Borough support is available in funding specialist equipment for a volunteer, should the need arise. The Borough Business Manager should be included in these discussions since they often have contacts in external partnerships that may be able to provide funding for specialist support or equipment.   

1) Expression of interest from a potential volunteer. At the stage that an application form is sent out from the MVP Manager, it is recommended that the Medical Capability Questionnaire (MCQ) is sent out at the same time. Some MVP Managers may prefer the Questionnaire to be sent out with the invitation to interview, or to be completed at the interview itself. NB: if the Questionnaire is sent out with the Application form – and the applicant is subsequently rejected or fails vetting clearance  - the sealed Questionnaire should be kept on file with the application form until the latter is destroyed.

2) Once the Questionnaire is completed this to be returned by the volunteer along with the application form to the MVP Manager in a sealed envelope (Form 7637A) which can be ordered from Borough Stores. The fact that Questionnaire has been received should be logged by the MVP Manager. This envelope is NOT to be opened by the MVP Manager but is to be retained on the personal file of all Volunteer applicants.

3) Upon successful vetting clearance, the MVP Manager sends the sealed envelope directly to Hendon (HR Medical Recruitment) Simpson House, Peel Centre  The fact that the envelope has been sent should be noted on the applicant’s personal file and the date recorded on the database. Any applicant who has not returned their MCQ must be contacted to do so. IMPORTANT: the MVP Manager should write their name and a contact number / address on the envelope in order for the screening nurse to provide the results of the assessment. They should also add the volunteer reference number provided on the vetting confirmation. Additionally the MVP Manager should mark the bottom left of the envelope with the date that the envelope was sent off to Hendon. 

4) Medical Recruitment will assess the MCQ to identify any applicants who may  require assistance in order to perform their role as a volunteer.  HR Medical Recruitment to take into account the activities the volunteer may be undertaking in one of 4 key role categories, when considering their Capability Report. The categories have been determined as:

· Category A - Front Counters - and other roles that involve standing

· Category B - Office admin - and other desk based roles

· Category C - Physical type roles  - such as Gardening, property stores etc 

· Category D - Non-MPS site (ie Safer Neighbourhoods contact point, partner organisation building etc)
5) The  Capability Report (CR) will be sent to the MVP manager notifying them of the outcome of the medical assessment. The MVPM should log the date of receipt on the database. If an applicant does not require adjustments then the Capability Report will state this. If they do, the MVP manager will be notified of this on the (CR) – an indication will also be given of any of the 4 roles categories which a volunteer may not be suitable for. The CR will be returned along with the sealed MCQ. Medical Recruitment will assign a dedicated nurse to process MVP reports and the turnaround time is anticipated to be 7-10days. 

6) HR Medical Recruitment will in some cases contact the individual volunteer where appropriate to discuss  the content of the CR and will, if appropriate suggest to the volunteer that they share medical information with the MVP Manager and/or their Unit Manager directly. NB: Hendon is unable to share any aspect of the MCQ with the MVP Manager due to Data Protection and confidentiality restraints.

7) If the CR has raised any issues, MVP Manager to arrange individual risk assessment which will identify whether specialist equipment or support will be required by the volunteer when giving their time. 

8) MVP Manager then decides, based upon the CR and the risk assessment, whether the potential volunteer can be offered the role anticipated. The MVP Manager should raise issues in the CR with the Occupational Health unit as part of the decision-making process. As mentioned above, an understanding of what funding / resources are available for specialist provision should have been agreed with Steering Group by this stage.

9) MVP Manager contacts volunteer with decision, and logs outcome on the MVP database accordingly: if not progressed then this to be flagged on the database using the appropriate drop down menu.

2)  OH process and existing volunteers:

IMPORTANT NOTE: FOR THE PURPOSES OF THE 6 MONTH PILOT SCHEME THIS SECTION DOES NOT APPLY
Existing volunteers are not required to fill in an MCQ as standard. However, MVP Managers should carry out a dynamic risk assessment of existing volunteers. This should be carried out at group or individual supervision meetings. Upon completion, this assessment should be signed off by the MVP Manager and placed on the volunteer’s personal file.

If an issue is raised through the dynamic risk assessment, then the volunteer should be asked to complete an MCQ and will go through the Medical Recruitment  process as above.

Similarly if a volunteer’s health circumstances change they will go through OH procedure at the point that changes are identified. It is suggested that updates to the health questionnaire are added as a discussion point at individual one-to-one meetings with the MVP Manager, or mentioned at Group Supervision. NB: the MVP application form states that a volunteer “must inform the MVP immediately of any changes to [their] personal circumstances”.

4)  Contacts:

Pre-recruitment support will be provided to MVP Managers by the HR Medical Team (Hendon Recruitment  Pre-Selection):

Audrey Hewey (HR2): 020 8358 0401 (Audrey.hewey@met.police.uk) OH Manager  for HR Medical Recruitment 

Anna Levi   HR  Medical Practice Nurse  for Met Volunteers  anna.levi@met.police.uk  HR2 0208 358 0404
Post recruitment support will be provided to MVP Managers by:

Linda Bennett (OH North): 54637, mobile: 07769 931671 (linda.Bennett@met.police.uk) for Enfield, Hackney & Islington
Naomi McGoun (OH South): 37503, mobile: 07917 067846 (Naomi.mcgoun@met.police.uk) for Kingston and Lewisham
Appendix 1:  MVP Medical Capability Questionnaire
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CONFIDENTIAL

MET VOLUNTEER HEALTH QUESTIONNAIRE

This health questionnaire will be used to check your fitness for joining the Met Volunteer Programme and to ensure you are able to undertake a volunteering role.
All Volunteers MUST complete Parts 1, 2 and 3 of the Health Questionnaire.

If you have any of the health conditions listed below, please provide the details in the box provided.

If you are registered on the Met Volunteer Programme database this questionnaire will be retained confidentially.

When completed, please return your Met Volunteer Health Questionnaire in the sealed envelope marked Medical in Confidence to your Borough MVP Manager.
PLEASE NOTE: If your application is successful and you have a disability, consideration may be given to assisting you in your volunteering role. As a volunteer, however, you are not in ‘employment’ as defined in the Disability Discrimination Act 1995. The Metropolitan Police Service is not, therefore, obliged to take any steps to assist you and you should not rely on any such steps being taken.  

There will be a delay in confirming your appointment/progressing your application if you do not complete the questionnaire fully.

PART 1

Title: _____
Surname:____________________ 
First Name:______________


Date of Birth:________________


Address:____________________________________________________________

___________________________________________________________________

___________________________________________________________________

Home telephone _____________________ Mobile telephone:__________________ 

PART 2

Do you have, or have you had within the last 5 years, any of the following health conditions. Please give dates and details below in the box provided. Include any treatment you are currently receiving, along with details of any medicines you are taking. You may use a separate sheet of paper if required.

HEALTH CONDITION  

1. Asthma, Chronic Bronchitis, Emphysema, Tuberculosis.

2. Any heart problem such as Chest pain, Heart Attack, Angina, High Blood Pressure,
3. Stroke.

4. Diabetes.

5. Epilepsy, Blackouts, Fits or Faints.

6. Back Pain, including Sciatica, Slipped Disc, and Neck Pain.

7. Bone, Muscle or Joint problems.

8. Any skin conditions such as Dermatitis, Eczema, Psoriasis.

9. Abdominal, Bowel or Bladder problems.

10. Specific Allergies.

11. Any problems with your eyes or your eyesight.

12. Mental Illness, Nervous Breakdown, Depression, Anxiety, Stress.

13. Drug or Alcohol problems.

14. Any other condition which may have affected, or is still affecting you, or for which your doctor is giving you regular treatment.

15. Do you have any known allergies?  If yes please state__________________

	Health Condition 
	Dates of Condition
	Details 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PART 3

Do you have any condition that affects your ability to undertake any of the various volunteering roles with the Met Volunteer Programme e.g. mobility, physical strength or stamina, sight, hearing, speech, mental illness/ impairment etc? 




Yes / No (delete as applicable)

When giving your volunteering time do you believe you need any adjustments or special assistance, in order for the MVP to allow you to volunteer with us?

Yes / No (delete as applicable)

Declaration 

I understand that if I make any false or misleading statements or leave anything out, I may not be offered a role as a volunteer or I may be deregistered if I have already started.

I will notify you immediately if any of my answers change on my completed application form or medical form.

I agree to Human Resources using the information I have provided on this form for the purpose of a Met Volunteer Health assessment only.

Signed:  ……………………………………………. 

Date:…………………………………

PRINT NAME: 
……………………………………………………………………………………….

Borough: ………………………………………………………………………………………………

Name of Borough MVP Manager (if known):…………………………

Telephone Number of above (if known)……………………………………………………………

Following receipt of this Medical Questionnaire, a Capability report will be forwarded to your Borough MVP Manager, so that they can help you select an appropriate role and consider where support may be made available based on any declarations you have made on this questionnaire.  Specific medical details will be kept confidential.  You are advised however to inform the Borough MVP Manager and the Unit Manager of the department where you will be giving your time, about any specific needs you may have. You may be contacted by MPS Human Resources to discuss the Capability report.
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Appendix 3:  Borough MVP Manager contact details:

	Name
	Borough
	Base
	Phone 
	Mobile

	NORTH WEST CLUSTER

	Erica Francis
	Barnet
	Colindale
	020 8733 (4) 4469
	07799 581627

	Mahmud Rahim
	Brent
	Wembley
	07789 926451
	07789 926451

	Susanne Wermter
	Camden
	Holborn
	020 8733 (4) 4284
	07780 957808

	Nicky Ranger
	Ealing
	Ealing
	020 8246 (3) 9456
	07789 946145

	Jan Anderson
	Harrow
	Harrow
	020 8733 (4) 3447
	N/a

	Janet Pearce
	Hillingdon
	Ruislip
	020 8246 (4) 1848
	07990 863498

	Karen Jackson
	Hillingdon
	Ruislip
	020 8246 (4) 1848
	07920 594677

	Angela Moore
	Islington
	Highbury
	020 8345 (2) 1530
	07920 722420

	NORTH EAST CLUSTER

	Soraya Shah
	Barking & D’ham 
	P’ship Office
	020 8217 (7) 5505
	07796 996512

	Louise Guiver
	Enfield
	Ponders End
	020 8345 1317
	07979 762528

	Richard Gillman
	Hackney
	Hackney
	020 8217 (5) 3383
	07917 595842

	Zobaida Alam
	Haringey
	Muswell Hill
	020 8345 (2) 2172
	07799 063592

	Jo Hudson
	Havering
	Romford
	01708 77 (5) 9124
	07798 571974

	Cleon Wilson
	Newham
	Forest Gate
	020 8217 (5) 4366
	07770 483303

	Jo Curtin
	Redbridge
	Barkingside
	020 8345 (2) 3440
	

	Jan Machin
	Tower Hamlets
	TBD
	TBD
	

	Gill Dunn
	Waltham Forest
	Walthamstow
	07775 704691
	07775 704691

	SOUTH EAST CLUSTER

	Adrian Smith
	Bexley
	Bexley
	020 8284 (2) 9253
	07884 235737

	Sara-Jane Flynn
	Bromley
	Bromley
	020 8284 (2) 8782
	07769 936244

	Nazan Djemal
	Bromley
	Bromley
	020 8284 (2) 8782
	07771 785620  

	Terry Young
	Croydon
	Croydon
	020 8649 (3) 0002
	

	Vacant
	Greenwich
	Eltham
	
	

	Vacant
	Lambeth
	Brixton
	
	

	Caroline Price
	Lewisham
	Catford
	020 8284 (2) 5020
	

	Gill Bates
	Lewisham
	Catford
	020 8284 (2) 5020
	

	Helen Mojab
	Southwark
	Southwark
	020 7232 (2) 6753
	07770 678185

	Carrie Brown
	Westminster
	Harrow Rd
	020 7321 (4) 8313
	07920 587359

	SOUTH WEST CLUSTER

	Vacant
	H & Fulham
	Fulham
	
	

	Luke Costello
	K &Chelsea
	P’ship Office
	020 8246 (4) 0825
	07771 635033

	Jo Cobb
	Hounslow
	Hounslow
	020 8247 (3) 6663
	07919 045937

	Angela Reeves
	Kingston
	Kingston
	020 8721(77) 5840
	

	Sylvie Chrzanowska
	Merton
	Wimbledon
	020 8649 (3) 3079
	07920 703407

	Liz Mascarenhas
	Richmond
	Richmond
	020 8247 (3) 7220
	07920 594814

	Jacqui Sims
	Sutton
	Sutton
	020 8649 (3) 0452
	07766 781468

	Carol Beckford
	Wandsworth
	Tooting
	020 8247 (3) 8022
	



1. Each MVPM must discuss the Borough’s resources with their Steering Group in anticipation of the requirement to fund volunteers with identified special needs.  A budget for purchasing/hiring specialist equipment should be set.  The Borough Business Manager should be included in these discussions to identify any local partnership support that may be approached in this regard.














Appendix 2: MVP Volunteers’ Health Assessment flowchart











2. All potential volunteers to complete MVP application form and return to MVP Manager (MVPM) on borough with the completed medical capability questionnaire (MCQ).  The latter will be sealed in coloured envelope provided. UPON SUCCESSFUL VETTING CLEARANCE MVPM to forward to Hendon, marking the envelope with the their contact details, the date of sending and the volunteer reference number from their vetting clearance. Date of sending to be logged on database





4. Capability Report (CR) received back from Hendon by MVPM   


MVPM files sealed envelope with MCQ on   volunteer’s personal file and logs date of receipt on database.





3a. Hendon reviews MCQ and supplies a  Capability Report (CR) to MVPM, advising whether any needs identified and any unsuitable roles.  Hendon returns MCQ  to MVPM (still in sealed envelope)     (timeframe approx 7/ 10 days) 





5.  Decision taken by MVPM on where/if potential volunteer can be offered a role based on CR guidance.





3b. Hendon contacts volunteer directly  to suggest they inform MVPM and future unit managers of any specific  needs.  Only the volunteer can reveal information to the MVPM or unit managers, as their  confidentiality must be upheld. 








6. MVPM initiates and manages individual risk assessment, identifying requirements for


   -  specialist equipment or non medical support based on Capability Report.  





7. Decision then taken on whether to proceed with individual volunteer recruitment based   upon RA and borough resources.  Potential unit manager for volunteer also updated by MVPM and decision logged on database.


�





Volunteer inducted and becomes member of extended policing family.  MVPM acts as single point of contact between OH and volunteer, referring volunteer to OH via existing borough system for support by borough’s OHA.


�(POST RECRUITMENT SUPPORT THEREAFTER PROVIDED BY OH UNIT ON BOROUGH)














                                       


     NOT PROTECTIVELY MARKED – Met Volunteer Programme May 07











PAGE  
11
[image: image4.jpg]

