Completing your five-year address history

Please fill in the table, keeping to the same format as given in the examples.

· Please start with your current Sheffield address, working backwards. If you cannot remember part of your address, you can use one of our computers to look up the missing part on the Royal Mail website. (Google ‘Royal Mail address finder’).
· If you have spent time travelling abroad, please state ‘Overseas’ and the country/countries you were travelling in, along with the dates from and to.
· Ensure there are no gaps between addresses, for example: ‘09/2010 to 03/2011 - Tapton Hall of Residence, Sheffield, S10 2AZ, UK’ would be immediately preceded by ‘06/2010 – 09/2010 The Vicarage, Hometown, Surrey, GU22 0SL, UK’.
	EXAMPLE

09/2010-03/2011

	EXAMPLE

Tapton Hall of Residence, Sheffield, S10 2AZ, United Kingdom

	EXAMPLE

06/2010-09/2010
	EXAMPLE

The Vicarage, Hometown, Surrey, GU22 0SL, United Kingdom

	
	

	
	

	
	

	
	

	
	


Appointment slot

	Name of volunteer
	

	Your appointment is with
	

	Date & time
	


Please ensure that you bring to your appointment: your completed address history, referee & personal tutor details and all of the ID documents required (see ‘Confirming your identity’ leaflet – please read carefully). We will need your National Insurance, Driving Licence and passport details, even if you don’t have the documents on you.
You can use your Sheffield or home address to prove where you live so long as your are still resident at both (i.e. Sheffield in term time and home in vacations). Your passport can be used as photo ID but not to prove your address. If using your driving licence you must bring in the photo + paper parts (or we cannot accept it). Financial documents must be less than 3 months old. Online statements are not valid.

If you are unsure, please telephone 0114 222 8549. If you do not have the correct ID we cannot begin the application and will have to ask you to come back another time – a waste of your time and ours! (
Referee details
· Your referee must have known you for at least 12 months and have had enough contact with you to be able to comment on your character.

· Ideally, this should be a 6th form tutor, school teacher, faith leader or voluntary work supervisor. It must NOT be a personal friend or family member.

· If you use an employer or university tutor it is crucial that they have known you well (e.g. supervised a piece of team or project work, placement or position) and have had regular contact for 12 months.

· Please be aware that some employers (often national companies) will only confirm employment but will not provide us with a character reference.

· If unsure, copies of our reference form are available in the office for you to read to check that the person you are nominating can complete it.
· An email address is preferable so we can process your application faster but if you do not know their email and cannot find it out, a postal address is OK.
	Referee name
	

	Relationship to you
	

	Referee email
	

	Referee’s full address (inc postcode)
	


Personal Tutor details (if different to above)
We use this to notify your department of your application and ask them to share useful information. It helps us to get to know our volunteer teams and plan for their support.
	Personal Tutor name
	

	Personal Tutor email
	


Find this form online at http://www.shef.ac.uk/union/get-involved/volunteering/student-led.php. Email to volunteering@sheffield.ac.uk before your appointment (OR bring a completed paper copy with you to your appointment).
