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[bookmark: _Hlk115382518]We are delighted that you are considering applying for Certification as a Chaplain in General Practice. Certification is available to Chaplains who have already worked in Primary Care Chaplaincy for less than 6 hours per week for at least a year. Certification is also available for those working more than 6 hours a week and choose not to apply for Accreditation. Successful applicants will become Certified Practitioners.
Accreditation is a similar process but requires rigorous self-assessment and scoring against Spiritual Care Competences Framework for Primary Care Chaplains
This application form will guide you through the Certification process.
Contents
A. Personal details
B. Contemporary Personal Record
C. Declarations required				     	        
D. Continuing Professional Development (CPD)
E. Personal Development Plan
F. Submission Form
G. Check List for submission by email
Complete the following tables and expand as necessary.

A. Personal details

	Title
	

	Full name
	

	Home address
	


	Post code
	

	Date of birth
	

	Telephone number
	

	Email 
	

	Job title
	

	Organisation’s name and address
	

	Date
	


B. Contemporary Personal Record
ACGP does not insist on post-graduate qualifications. However, careful consideration is given to the breadth of life experience. Therefore, the following information is required.
1. Record of Education
Record in the various sections the relevant details of your formal education since leaving school.

a) Education since leaving secondary school
	Dates
(From…
To…)
	Name and address of institution 
	Subjects studied
	Qualification achieved (and grade where relevant)

	
	
	
	

	
	
	
	

	
	
	
	


b) Other relevant courses, programmes and training
	Dates
(From…
To…)
	Institution or provider
	Name of course 
	Qualification achieved and year 
	Topics covered       
	Skills acquired

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




2. Employment Record (non-chaplaincy)

	[bookmark: _Hlk117947020]Dates
(from…
to…)
	Institution or provider or company
	Role or function
	   Address

	
	
	
	

	
	
	
	

	
	
	
	




3. Chaplaincy Experience

This record of Chaplaincy experience which is to include all posts and experience in chaplaincy whether that is honorary, locum, part-time, volunteer etc. This must include your current role. 


	Dates
(from…
to…)
	Institution or provider or company
	Role or function
	Number of sessions
	Specific areas covered

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




4. Church/Faith Group Experience
This record of Church/Faith experience in the last 10 years. 

	Dates

	Church/Faith
Group 
	Role/ Involvement

	
	
	

	
	
	

	
	
	



5. Other relevant Qualifications and Experience
1.
2.




6. Job Record. Complete the table below with respect to your current role. Most Chaplains do not have a working pattern that can be easily captured in a weekly form. However, one week’s activities is useful to record activity and a statement of how many hours are worked in an average month.  

	Example of one working week
	
	
	
	

	
	Time a.m.
	Activity
	Time p.m.
	Activity

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	


Total hours in this example week:		
Average hours per month:
 

C. Declarations Required
The following declarations are required:
Signed and dated declarations must be completed in the format below.
Declarations which require a third-party signature [declarations iii, iv, v ] need to be scanned, signed and returned by email as separate documents with your submitted application along with a copy of your organisation’s Insurance Indemnity Certificate.
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(i) Declaration of compliance with the UKBHC Code of Conduct

I ……………………………………………………………………………………………………………………………………………
declare that I uphold and comply with the UKBHC Code of Conduct in my professional practice in  Chaplaincy in General Practice as:
(title post/role) ………………………………………………………………………………………………………………………

at (place of work) ……………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………...
………………………………………………………………………………………………………………………………………..
Signed


Date
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(ii)  Declaration regarding fitness to practise

I  ……………………………………………………………………………………………………………………………………………
declare that I regard myself as being fit to practise and that I have no known existing professional conduct issue with respect to my professional work in Chaplaincy in General Practice as:
(title of post/role) …………………………………………………………………………………………………………………
at (place of work) ……………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………….
Signed
I confirm that my work is covered by a Professional Indemnity Policy. Please find attached a copy of my organisation’s Certificate of Indemnity.
Signed:
I confirm that my working context has a complaints policy in place.
Signed:
I confirm that I have/have not (delete) been named in any complaints in the last year. (If I have been named in a complaint I have entered the details in the template below).
Date

	Brief details of the complaint
	Progress made in dealing with the complaint
	Lessons learned from the complaint
	Signed and dated
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iii) Statement from the Chaplain’s line manager
Annual statement of satisfactory work performance
Re (name of Chaplain in General Practice)
……………………………………………………………………………………………………………………………………………
(title of post/role) …………………………………………………………………………………………………………………
at (place of work) ………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………….
	
I (name of Line Manager) …………………………………………………………………………………………………… 
(Title/Role}………………………………………………………………………………………………………………………………
consider that the named Chaplain above continues to demonstrate satisfactory work performance.

Signed

Date
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(iv)  Statement from the Chaplain’s Clinical Supervisor

Annual statement of satisfactory professional practice and engagement in personal supervision
Re (name of Chaplain in General Practice)
……………………………………………………………………………………………………………………………………………
(title of post/role)…………………………………………………………………………………………………………….
at (place of work) …………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………
I (name of Chaplain Supervisor)…………………………………………………………………………………………
 (Title/Role)………………………………………………………………………………………………………………………………
consider that the named Chaplain above continues to demonstrate satisfactory professional practice and engagement in personal supervision.


Signed

Date
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(v)  Statement from Faith Community/Belief Group leader

Annual statement of good standing within a chosen Faith Community/Belief Group
Re (name of Chaplain in General Practice)
……………………………………………………………………………………………………………………………………………
(title of post/role)……………………………………………………………………………………………………………………
at (place of work) ………………………………………………………………………………………………………………………………………..

I (name of faith group leader)…………………………………………………………………………………………….
 (Title/Role)………………………………………………………………………………………………………………………………
consider that the named Chaplain above continues to demonstrate an up to date knowledge, understanding and experience of his or her own faith community or belief group; and is practising appropriate spiritual discipline in accordance with his or her own tradition.

Signed

Date
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(vi) Declaration of Truth and Accuracy 

I ……………………………………………………………………………………………………………………………………………..
declare that the information submitted in this application for Accreditation as a Chaplain in General Practice and its attachments are a true and accurate record with respect to my professional practice in Chaplaincy in General Practice in the role of:
(Title of post/role)………………………………………………………………………………………………………………….
at (place of work) ………………………………………………………………………………………………………………………………………………
		
………………………………………………………………………………………………………………………………………………
I confirm that the contents of this report are true to the best of my knowledge and belief and that I make this report knowing that I have not wilfully stated anything which I know to be false or that I do not believe to be true.
Signed
I agree that a copy of my accreditation feedback can be sent to my line manager for discussion at my annual appraisal.
Name and email address of line manager:
………………………………………………………………………………………………………………………………
Signed 
Date
D. Continuing Professional Development (CPD) 

Continuing Professional Development (CPD) is an educative and developmental process for Chaplains in General Practice to maintain and enhance their knowledge and skills in the context of professional practice. The aims of CPD are to ensure that Chaplains in General Practice are able to meet the standards required for competent practice and to promote excellence in the profession. 

The CPD is conceptually broken into three broad spheres: educational, experiential and evidential, as reflective of the Chaplain’s work and world. Any event or activity that meets educational needs for Chaplains in General Practice and provides an effective learning event may be considered as a form of CPD.  

In line with the UKBHC recommendations CPD is recorded in the 5 categories below:
I.	Individual activities: Self-directed learning
II.	Individual Professional activity
III.	Internal Work Based Learning
IV.	External Formal Educational activity
V.	Non-Workplace Based: Faith Group Connection

Complete the following tables below, each contains an example for reference.

1 CPD Record Sheet: 
I.  Individual activities: Self-directed learning undertaken and evaluated by the Chaplain in General Practice. Examples include reading journals and articles, reviewing books and papers, updating knowledge via information sources. 
	Date
	Event 
	Impact of learning on practice
	CPD points

	

	EXAMPLE
Reading When darkness seems my closest friend: reflections on life and ministry with depression by Mark Meynell.
	Many of my patients suffer with depression and this book was illuminating from a sufferer’s viewpoint.  The author is a Christian reflecting on his physical and mental symptoms, the loss of perception, perspective and purpose, on how to manage the symptoms and what helps in terms of support.
	3

	
	
	
	

	
	
	
	





 2.CPD Record Sheet: 
II. Individual Professional activity undertaken and evaluated by the Chaplain in General Practice. Examples include supervising, teaching, presentation at conferences, publications, involvement in a professional body, Local Research Ethics Committee (LREC).
	Date
	Event 
	Impact of learning on practice
	CPD points

	

	EXAMPLE
[bookmark: _Hlk115346770]Talked about Listening and Guidance at a meeting of Birmingham and Solihull Third Sector Mental Health Forum
	Gained understanding of how Listening and Guidance/ GP Chaplaincy relates to other services.
	2

	
	
	
	

	
	
	
	



3. CPD Record Sheet: 
III. Internal Work Based Learning: undertaken and evaluated by the Chaplain in General Practice. Examples include reflective practice, clinical supervision, case study, audit, user feedback, journal club.
	Date
	Event 
	Impact of learning on practice
	CPD points

	

	EXAMPLE
3 telephone sessions with an asylum seeker
	I became much more aware of the restrictive regulations in UK which add to the psychological trauma they have already experienced. This was very helpful for my future contact with refugees and asylum seekers and the importance of listening to their story
	1

	
	
	
	

	
	
	
	






4. CPD Record Sheet: 
IV. External Formal Educational activity: in which the Chaplain in General Practice participates in an event that is delivered by peers or an educational provider, usually with a regional, national or international context. Examples include workshops, conferences, and courses, planning or running a course and obtaining recognised qualifications.
	Date
	Event 
	Impact of learning on practice
	CPD points

	

	EXAMPLE 1. Adverse Childhood Experiences: Awareness and Trauma Training
	Increased understanding of the impact of adverse childhood experiences on some patients’ lives.
	3

	

	EXAMPLE 2. Participated in the ACGP CPD online update

	The opportunity to reflect with peers has increased my confidence in the work I am doing. I am more aware of the different models of GP Chaplaincy in UK
	3

	
	
	
	

	
	
	
	




5. CPD Record Sheet: 
V. Non-Workplace Based: Faith Group Connection. Chaplains should be able to show evidence of their recognised connection within a mainstream faith community. Usually, this would be the same faith community that recognised the connection of the Chaplain upon appointment. Evidence needs to be presented in the table below of the Chaplain’s involvement in his / her faith community during the year. CPD points are not awarded for this activity.

	Date
	Event 
	Impact of learning on practice

	

	EXAMPLE 1. Leading a weekly pastoral home group
	Experience of pastoral care; use of listening skills within appropriate boundaries. Opportunity for theological discussion, application and reflection

	

	EXAMPLE 2 Hosted an 8 week marriage course for my church community.
	It reminded me of how to ensure that marriage relationships are supportive and nurturing.

	
	
	

	
	
	




[bookmark: _Hlk87635575]6. Annual Total of CPD points for the year 20….

[bookmark: _Hlk55048928]In order to promote a range of learning it is the expectation that CPD points should be gained across all categories: individual, internal and external. The overall intention is not to be over restrictive and controlling but rather to guide thinking and planning. The range of points for the categories are to be viewed as guidelines and seek to provide a framework to ensure that a practitioner’s development is balanced and includes aspects of each separate category. One hour of relevant activity equates to one CPD point. The dominant aim is to show that the Chaplain is keeping themselves up to date within their professional field. Each Chaplain is expected to achieve a minimum number of points per year (see table below).

1 hour = 1 CPD point

	CPD Category
	minimum points per year

	Individual:
	15

	Internal:
	15 

	External:
	5 


Total required		          35


Complete the table with the CPD points achieved in this year
	Category
	CPD Points

	Individual:  Self-directed learning

	

	Individual:  Professional activity

	

	Internal:  Work-based learning

	

	External:  Formal educational activity

	

	Total Points achieved this year

	













7. Clinical Supervision Reflection
[bookmark: _Hlk115377800]This is a personal reflection on one supervision session. Complete the sections below.
Chaplain’s Name ………………………………………………………………..
Supervisor’s Name ………………………………………………………………..
Individual or Group supervision: ………………………………………….
If group supervision, number of participants………………………

	Personal Cases presented (anonymised) 




	Other Cases presented (anonymised) 






	Reflection and learning outcomes (personal and /or team)









     
8. Case Study Reflection

This is a personal reflection on one patient encounter. Complete the sections below.
Demographic data
	Practitioner’s Name:
	

	Date:
	

	Anonymised Patient Name:                                                                           
	

	Age:             
	

	Gender
	

	Location of appointment:        
	

	Duration of contact: 
	


Context
	How was the patient referred to you?
	

	Why was the patient referred? 
	

	How many times have you seen the patient before this encounter?  
	

	Are there factors affecting the intervention eg learning or physical difficulties, mental health issues? 
	


 Encounter
Summarise the story of the encounter; include observations, body language, level of energy and interest, good and or safe practice; at what points and in what ways were your interventions intentional?  
	How did it begin? 
	

	How did it develop?
	


	What interventions did you use?
	

	How did the encounter close?
	




Assessment
	How did you assess or identify spiritual, religious, pastoral or other need?
	


	What evidence enabled this to be known? Evidence of faith may include artefacts, dress or conversation). 
	



	Was an assessment tool used, if so which one?
	




Spirituality may include:
· attachment, belonging, connection, family, relationships, community, friends; purpose, beliefs and rituals 
· sense of security and identity
· sense of hope or hopelessness 
· what is important to the patient’s sense of self
· feelings of guilt, anger, fear, love, vulnerability, shame, anxieties, hopes 
· sense of the sacred
	What spiritual needs were identified?

	

	What pastoral needs were identified?

	

	What religious needs were identified?

	

	What other needs were identified?
	

	How did they become apparent? 

	

	What resources does the patient bring to address these needs?
	

	Were there moments of transcendence or extra-ordinary grace? 
	


 Assessment of Encounter:
Spiritual care principles applied in this encounter check list. Mark X in the boxes that apply.
	Building relationship of trust between patient and chaplain
	

	Building relationship with God
	

	Feeling connected and valued
	

	Feeling listened to and affirmed
	

	Knowing what or who is important to the patient
	

	Feeling cared for
	

	Taken seriously; empowered
	

	Offered a non-medical experience of life
	

	Building self-esteem; helping patient feel good about themself
	

	Exploring the patient’s feelings (worries, hopes, fears, anger, guilt, joys)
	

	Sharing humour, relaxing
	

	Adding to the patient’s richness of experience
	

	Sense of meaning and purpose
	

	Exploring the sacred
	

	Nurturing rituals and beliefs
	


Learning Outcomes
	What went well? 
	

	How do you measure the effectiveness of the encounter?
	

	What future interventions may be appropriate?
	

	What other information would have been helpful? 
	

	What could have been improved? 
	

	What specific insights are there for that particular patient?
	

	What general insights are there for your practice more widely? 
	

	Are there any actions that should be implemented as a result of this intervention?
	

	Are there any issues to be discussed at a staff meeting or in supervision?
	

	What counselling skills were used in this encounter?
	

	What theological concepts or spirituality theories were illustrated in this encounter?
	






9. 	Certificate of Indemnity Insurance
10.	Certificates: achievement/ attendance. 
Chaplains in General Practice are required to document and keep evidence of the learning achieved. Certificates and additional relevant material can be attached to your submission.
11.	Any other supporting material including compliments received.





















E. Personal Development Plan 
An important aspect of Continuing Professional Development (CPD) is that the Chaplain in General Practice considers their learning needs for the year ahead. These could be discussed with the supervisor or line manager, often as part of an annual appraisal. The learning needs can be related to the requirements of the individual or the service and ideally should be S.M.A.R.T. (Specific, Measurable, Attainable, Relevant and Timely). These learning needs and goals form the Chaplain in General Practice’s Personal Development Plan (PDP) and should be reviewed at agreed intervals.
It is recommended that three learning needs and goals are identified. 
Personal Development Plan Examples 
	No
	Description

	
	Read two books on bereavement / dealing with loss

	
	Give a talk about GP Chaplaincy at a meeting

	
	Write up 2 case studies using different models of reflective practice

	
	Attend a mental health first aid course

	

	Participate in a training day on listening skills



Complete the table below  
Personal Development Plan for the year 20..
	No	
	Description 

	1
	

	2
	

	3
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F. Application for Certification 
from the Association of Chaplaincy in General Practice
Application Submission Form

Please complete the following information: 
	Title
	

	Full name
	

	Home address
	

	Post code
	

	Telephone number
	

	Email 
	

	Job title
	

	Organisation’s name and address 
	

	Fee Certification £50
	

	Fee payable to:
	Charity Aid Foundation Bank 
Name of Account: The Association of Chaplaincy in General Practice 
Sort Code: 40-52-40.  Account Number: 00036970

	Signed
	

	Date
	



[bookmark: _Hlk62554974][bookmark: _Hlk62555464]Send the completed accreditation application submission with declarations signed and scanned with documents, by January 31st to The Association of Chaplaincy in General Practice at info@acgp.org.uk

		G. Check List for submission

A. Personal details

B. Contemporary Personal Record

Education and Employment History  
1. Record of education: post-secondary school and  other relevant courses, programmes and training
2. Employment record (non-chaplaincy)
3. Record of Chaplaincy experience 
4. Record of Church/Faith experience in the last 10 years. 
5. Other relevant qualifications and experience
6.  Job Record. 

C. Declarations required				     	        
I. Declaration of Compliance with the UKBHC Code of Conduct
II. Declaration Regarding Fitness to Practise
III. Declaration from Line Manager
IV. Declaration from Clinical Supervisor
V. Declaration from Faith Group Leader
VI. Declaration of accuracy and truth 


D. Continuing Professional Development (CPD)

1. CPD Record Sheet: I) Continuing Professional Development Individual Activities: Self-directed Learning
2. CPD Record Sheet: II) Continuing Professional Development Individual Professional Activity
3. CPD Record Sheet: III) Continuing Professional Development Internal Work Based Learning
4. CPD Record Sheet: IV) Continuing Professional Development External Formal Educational activity
5. CPD Record Sheet: V) Non-Workplace Based: Faith Group Connection
6. Annual Total of CPD points 
7. Clinical Supervision Reflection
8. Case Study Reflection
9. Certificate of Indemnity Insurance
10. Certificates 
11. Any other supporting material

E. Personal Development Plan

F. Submission Form - Including payment of Certification fee £50

2
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