
Discussion with 

incumbent

Incumbent 

recommends 

them to Join 

Foundations in 

Christianity

Interview with Head 

of Ministry

Deputy Warden 

decides if to 

progress to 

Selection 

Conference

1 year 

Foundations in 

Christianity 

Course

Individual 

decides during 

this year if 

wishes to 

proceed

Incumbent & 

PCC 

recommend 

them for 

Reader training

Initial discernment 

interview with Deputy 

Warden of Readers

Selection Conference 

in June

Informal additional 

interviews with 

Chaplain or Director 

of Reader Training 

DBS check

C0 & C1 SG 

training

2 year Certificate 

in Theology

C2 SG 

training.

Director of 

Reader Training 

recommends for 

probationary 

licensing in July

Reader file 

passed to LE.

LE enter onto 

CMS & hold file

Reader file 

passed to 

SWMTC inc 

DBS, SG 

training, 

application 

form and 

references

Ongoing CPD with 

Director of Post-

licensing training

LE check 

currency of DBS 

& C2 before 

licensing

Licensed for 1 year 

probationary period

in October

Reader completes 

personal details 

form & provides 

training 

certificates

LE to do licence 

& admission 

certificate

Incumbent 

and PCC 

recommend 

Reader for 5 

year license

LE check 

currency of 

DBS & C2 

before 

licensing

LE paper file 

& update CMS

Licensed for 5 year 

period

in October

LE to do 

licence & 

admission 

certificate

Reader to 

complete C2 

every 3 years 

and DBS 

every 5

Reader 

Administrator 

to monitor 

licensing

LE to monitor 

SG training 

and DBS with 

data provided 

by CH

Please see next page for transfers and PTO

Renewal, resignation, 

retirement, move or 

death

The Reader journey

Key
Key stage

Action/decision

Safer recruitment action

Training

Please note that a Reader in training 

who is 70+ upon graduation will be 

given PTO not licensed

At each stage the Reader 

Administrator should be informed 

(cc’d to email)



Retirement, 

resignation and 

moving away

Transfer in 

from another 

diocese (must 

be in parish for 

6 months)

Reader 

Administrator 

issues form 

and informs 

LE & CH

LE updates file & 

CH update CMS

Reader Admin 

triggers thank 

you letter 

from Warden 

of Readers

Licensed for 5 year 

period (3 for PTO)

By Warden of Readers 

at any point

LE to do 

licence & 

admission 

certificate

Licensed for 5 year 

period (3 for PTO)

By Warden of Readers 

at any point

The ongoing Reader journey

Key
Key stage

Action/decision

Safer recruitment action

Training

Reader to 

complete C2 

every 3 years 

and DBS 

every 5

Reader 

Administrator 

to monitor 

licensing

LE to monitor 

SG training 

and DBS with 

data provided 

by CH

Renewal, resignation, 

retirement, move or 

death

Reader 

completes 

details form & 

provides 

training certs

LE to do 

licence & 

admission 

certificate

LE update  file 

and CH update 

CMS

LE check 

currency of DBS 

& C2 before 

licensing

Reader file 

passed to LE.

LE hold file and 

enter onto CMS

LE check 

currency of DBS 

& C2 before 

licensing

Deputy Warden 

of Readers 

requests Safe to 

Receive inc C2

Reader 

Administrator 

requests DBS 

(and training) 

from CH

Please note that a Reader may be licensed for a shorter period 

if their 70th birthday falls within the licence period.

Incumbent 

and PCC 

recommend 

for licensing

Reader 

Administrator 

issues form 

and informs 

LE & CH

Incumbent 

and PCC 

recommend 

for licensing

Reader 

completes PTO 

request with 

Incumbent and 

PCC

Reader 

Administrator 

issues form 

and informs 

LE & CH

Transfer from 

one benefice 

to another 

(must be in 

parish for 6 

months)

Reaches the 

age of 70
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