Appendix 5 

YMCA Volunteer Application Form
(Please read the enclosed ‘Guidelines for Applicants for Volunteer Positions’.  Additional Guidelines’ are also provided for posts, which involve work with children, young people and vulnerable adults.)

Position applied for:     





Location:

Name

                                                                                                               (BLOCK CAPITALS)

Address

Postcode

Home telephone   


Work telephone    

Mobile number                    


e-mail                                


Date of birth         

Do you have a full current UK driving licence?            






Yes

No

What experience, skill and personal qualities could you bring to your volunteering?

Have you had any previous contact with the YMCA or any other voluntary organisation?

                                         Yes                      No     

If yes, please give details

    

Please indicate how much time you can give to volunteering. 

If you wish to be more specific please use the boxes below.  This does not commit you to work all of the days/time shown, but it helps to know your intentions.  

	Days
	Times: am/pm
	Times: am/pm
	Times: am/pm
	Times: am/pm

	Sunday
	
	
	
	

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	


Please give details of any specific areas of voluntary work that particularly interest you.

What would you like to gain from volunteering?

Do you have any disability or health problems, which affects your application?       Yes/No

We ask this question to enable us to consider any adjustments that we can make to assist you in the recruitment process and, if selected, in your role as a volunteer.

If yes, please give details

Religious Beliefs/Affiliation  (See notes for Guidance for Applicants for Volunteer Positions)

What are your religious beliefs? (If you attend a place of worship please give details.)

If you are involved in Christian-related activities, please give details.

Please add any other information you think might be helpful to your application (using additional sheet if you wish.)

DECLARATION

I declare that the information I have given on this form is correct and complete.  False or misleading statements may be sufficient grounds for cancelling any arrangements made or for disciplinary action to be commenced.

Signed                                                                           Date           /        /

Appendix 6
Please return completed with your application form.  No reference will be sought without your consent.

Name of Applicant ______________________________________________

REFERENCES

Please give the name and address of two referees who can comment on your suitability for this position.   If you were known by a different name, please also state this.  
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	EQUAL OPPORTUNITIES & DIVERSITY POLICY

MONITORING FORM


The YMCA is committed to the active promotion of equal opportunity & diversity, both in the provision of services and in the treatment of paid staff, Board Members and volunteers.  

To help us monitor our equal opportunity and diversity policy in recruitment and selection procedures, you are requested to complete the following questionnaire.

The information you provide does not form part of the selection procedure, it is used only for monitoring purposes. This sheet will be separated from your application form before shortlisting.

Post applied for      ……………………………………………..

Please tick the appropriate box


Gender                  Male 
            Female

Age range



up to 25     
      26-35
      36-45
      46-55
      56 and over

Marital status     ………………………………………………

Number of dependants ……………………………………….

Would you describe yourself as having a disability?
Yes/No

Where did you see this vacancy advertised   …………………………………..

Please turn over

What is your ethnic group?

Please choose ONE section from A to E, then tick the appropriate box to indicate your background 

A
White

  

British

English


Scottish 

   

Welsh

Other, please write in            …………………………………………




Irish



Any other White background, please write in  ……………………….

B
Mixed



White and Black Caribbean  



White and Black African



White and Asian



Any other Mixed background, please write in  ……………………….

C
Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh




Indian


Pakistani


Bangladeshi

Any other Asian background, please write in   ………………………..

D
Black, Black British, Black English, Black Scottish, or Black Welsh



Caribbean



African



Any other Black background, please write in  …………………………

E
Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or 

Other ethnic group




Chinese



Any other background, please write in   ……………………………

I understand that this information may be stored and processed as part of the YMCA’s monitoring of equal opportunities and diversity and as part of the recruitment procedure and give my consent for my details to be used for this purpose.

Signature…………………………………


Date ………………….
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	GUIDELINES FOR APPLICANTS FOR VOLUNTEER POSITIONS 


The following notes are designed to assist you in completing the application form, to provide information about the reason for asking certain questions, and to tell you what will be required from you if your application is successful.

NOTES ON COMPLETING THE APPLICATION FORM

PERSONAL DETAILS

DRIVING LICENCE  
Delete as appropriate.  Please refer to the role specification to determine the requirement for a driving licence for the position for which you are applying

DISABILITY

We ask this question to enable us to consider any adjustments that we can make either to the recruitment process itself, or in the volunteering, in order to assist you.

RELIGIOUS BELIEFS

The YMCA is a Christian organisation. Each part of the YMCA exists to fulfil the Christian Aims and Purposes of the YMCA Movement in its own way.  However, the YMCA also welcomes those of other faiths and those of none.

In order to fulfil the Christian Aims and Purposes of the organisation, it is essential that certain posts are filled by committed Christians.  If the advertisement/details, for the position for which you are applying, states that you are required to have a commitment to the Christian Aims and Purposes, then the information which you supply in the religious beliefs section will be taken into account in the selection process.

If this is not the case, whilst you will be required to support the Christian Aims and Purposes of the YMCA in your work, any information which you provide in this section will not affect your application.

NOTES ON THE EQUAL OPPORTUNITY & DIVERSITY POLICY - MONITORING FORM

The YMCA is committed to equal opportunity and diversity.  To help us monitor our policy, we would be grateful if you would complete the details on this monitoring form.   The information you give on this form does not form part of the selection procedure. The form is separated from the application form and is only used to help us monitor effectively.

DATA PROTECTION

Personal data obtained from volunteers during recruitment process will be held securely by the YMCA identified in the job advertisement. Information provided will be used solely for the purposes of selection for the post advertised, unless express permission for additional use is sought from the applicant (eg, if the applicant might be considered for other vacancies).  Other than for the successful applicant, no personal data provided in the course of the application other than that stored and processed as part of the YMCA’s monitoring of equal opportunities will be retained beyond six months from the date from which applicants are informed of the outcome of their application.  

ADDITIONAL INFORMATION - DECLARATION OF CRIMINAL BACKGROUND INFORMATION

The Rehabilitation of Offenders Act 1974 sets out to help people who have been convicted of a criminal offence and have not been convicted again in a specified period.  This period is known as a rehabilitation period. Once a rehabilitation period has expired and no further offending has taken place, a conviction is considered to be ‘spent’.  Once a conviction is spent, the convicted person does not have to reveal it or admit its existence in most circumstances. 

The Rehabilitation of Offenders Act 1974 [Exceptions Order] gives some exemptions from the Act, whereby details of ‘spent’ convictions have to be declared.  One of these exemptions is working with children, young people* and/or vulnerable adults.  When recruiting people to work in such positions of trust an employer is entitled to ask for details of all convictions, spent and ‘unspent’.

If you are invited to interview you will be required to complete and bring with you a ‘Declaration of Criminal Background Information’ form.  This form will be sent to you with the interview invitation and will require you to give details of any unspent convictions. 

If the post for which you are applying involves working with children, young people* and/or vulnerable adults, you will ALSO be required to give all details of any criminal record including ‘spent’ and ‘unspent’ convictions; your application pack will include Additional Guidelines for Volunteers for Positions which involve Working with Children, Young People* and/or Vulnerable Adults’ 

The information provided will only be seen by the interview panel if we are considering offering you a position. Declaration of a conviction will not necessarily mean disqualification from appointment.  Criminal records will be taken into account only when they are relevant to the post for which you are applying. 

IF YOU ARE INTERESTED IN APPLYING 

PLEASE RETURN THE APPLICATION FORM AND MONITORING FORM 

· by the date advised

· to the person and address as advised.

Following short listing you will be notified of the outcome of your application. 

IF YOU ARE SHORTLISTED YOU WILL BE INVITED FOR INTERVIEW

You should bring with you a completed ‘Declaration of Criminal Background Information’ form. 

If the post for which you are applying involves working with children, young people* and/or vulnerable adults, your application pack includes Additional Guidelines for Volunteers for Positions which involve Working with Children, Young People* and/or Vulnerable Adults.  Please follow the instructions in these guidelines.

IF YOU ARE MADE AN OFFER OF A VOLUNTEER POSITION WITHIN THE YMCA

you will be required to:

· give consent to references being taken up

· if the post for which you are applying involves working with children, young people* and/or vulnerable adults, you will be required to apply for a higher level Disclosure.  Please refer to the Additional Guidelines for Volunteers for Positions which involve Working with Children, Young People* and/or Vulnerable Adults included in this application pack.

*young people are those under 18 years of age
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	ADDITIONAL GUIDELINES FOR APPLICANTS FOR  VOLUNTEER POSITIONS WHICH INVOLVE WORKING WITH CHILDREN, YOUNG PEOPLE* AND/OR VULNERABLE ADULTS




The post for which you are applying will bring you into direct contact with children, young people* and/or vulnerable adults. 

During our recruitment procedure we take steps to assess an volunteer’s suitability for such a position of trust.  It is important that you understand the nature of the checks that we will make and when we will make them. 

The Rehabilitation of Offenders Act 1974 sets out to help people who have been convicted of a criminal offence and have not been convicted again in a specified period.  This period is known as a rehabilitation period.  Once a rehabilitation period has expired and no further offending has taken place, a conviction is considered to be ‘spent’.  Once a conviction is spent, the convicted person does not have to reveal it or admit its existence in most circumstances. 

The Rehabilitation of Offenders Act 1974 [Exceptions Order] gives some exemptions from the Act, whereby details of ‘spent’ convictions have to be declared.  One of these exemptions is working with children, young people* and/or vulnerable adults.  When recruiting people to work in such positions of trust an employer is entitled to ask for details of all convictions, spent and ‘unspent’.

If we ask you to come for an interview please bring the following with you:  

· a completed Declaration of Criminal Background Form
This form will be enclosed with the letter inviting you to interview. It asks for details of spent and unspent convictions, cautions, reprimands and final warnings.  You should complete the form and place it in an envelope marked ‘Private and Confidential’, addressed to the Interview Panel.  Your name should be clearly stated on the front. 

· proof of  identity

We require one form of photographic identification [eg, a passport or new form of driving licence] and two addressed items such as a recent utility bill, recent bank statement, current Council Tax bill. If this is a problem please contact us. 

The information relating to criminal convictions will only be seen by the interview panel if we are considering offering you a volunteer position.  If you wish to discuss the information that you have given, please mention this to an interviewer.  Having made its selection, the panel may wish to discuss any information given with you.  Having a conviction will not necessarily bar you from consideration for the post. Criminal records will be taken into account only when they are relevant to the position for which you are applying.   Our policy on the recruitment of ex-offenders is given overleaf. 

If you are made a conditional offer you must apply for a higher level Disclosure statement from the Disclosure service.  We will tell you how to go about this.

The Disclosure service offers organisations a means to check the background of volunteers to ensure that they do not have a history that would make them unsuitable for the post.  Disclosure statements are provided by the Criminal Records Bureau, an executive agency of the Home Office.  Higher level disclosure statements provide details of a person’s criminal record including convictions, cautions, reprimands and warnings; they also contain details from lists held by Government departments of those considered unsuitable for this type of work.  Organisations using the Disclosure system must comply with a Code of Practice, a copy of which is available on request.  If you require further information about Disclosure you can visit the website www.disclosure.gov.uk the Criminal Records Bureau information line on 0870 90 90 811.
*young people are those under 18 years of age

YMCA POLICY ON THE RECRUITMENT OF EX OFFENDERS

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates.

The YMCA undertakes not to discriminate unfairly against any applicants on the basis of a criminal record or other information revealed. Criminal records and other information will be taken into account for recruitment purposes only when they are relevant.

We select all candidates for interview based on their skills, qualifications and experience

We ask all applicants called for interview to provide details of their criminal record. Depending on the nature of the position applied for, the YMCA may request details of your entire criminal record or only of ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

We request that this information is sent under separate, confidential cover to a designated person within the YMCA and we guarantee that this information is only seen by those who need to see it as part of the recruitment process.  We would point out that, for the successful candidate, this information will be verified by requesting a Disclosure statement* from the Criminal Records Bureau before the appointment is confirmed.  

Failure to reveal information that is relevant to the position sought could lead to withdrawal of an offer of appointment or subsequent dismissal.

We ensure that all those in the YMCA who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the appointment of ex- offenders eg, the Rehabilitation of Offenders Act 1974.

At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matters that might be relevant to the position.  

For those positions where a Disclosure* is required, application forms and guidance notes will contain a statement that a Disclosure will be requested in the event of the candidate being made a conditional offer of appointment. 

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of any offences.  However, we should make it clear that as the nature of the YMCA’s work brings its people into contact with children, young people** and/or vulnerable adults a criminal record or other information which makes the application unacceptable for a position of trust will render the applicant unsuitable.  

As an organisation using the Criminal Records Bureau [CRB] Disclosure service* to assess applicants’ suitability for positions of trust, this policy complies with the CRB Code of Practice.

 * Applicants for certain positions who are made a conditional offer of appointment will be subject to a criminal record check – known as Disclosure - from the Criminal Records Bureau before the appointment is confirmed.  This will include details of cautions, reprimands or final warnings, as well as convictions.

** young people are those under 18 years of age

 APPENDIX 13

Form [B]

YMCA DECLARATION OF CRIMINAL BACKGROUND INFORMATION  

You must complete this form if you:  

· are applying for a YMCA post which will bring you into contact with children, young people and/or vulnerable adults

AND

· are attending an interview. 

Please read the guidelines for ‘Additional Guidelines for Applicants for Volunteer Positions which involve Working with Children, Young People and/or Vulnerable Adults’ before completing this form.

The completed form should be placed in an envelope marked (Private and Confidential), addressed to the Interview Panel with your name clearly stated on the front and brought with you to the interview together with forms of official identification. Ideally we require one form of photographic evidence [e.g. a passport or the new form of driving licence] and two addressed items such as a recent utility bill, recent bank statement or current Council Tax bill. If you have difficulty in providing such means of identification please contact us for further guidance.

The information you provide will remain confidential

Name             

Post applied for    

Please give details, including date, offence and where appropriate sentence of all criminal convictions, cautions, reprimands and final warnings [spent and unspent] below

If none, please write ‘NONE’.

I have read the ‘Additional Guidelines for Applicants for Volunteer Positions which involve Working with Children, Young People and/or Vulnerable Adults’ and understand that if my application is successful I will apply for a higher level Disclosure.

Signed    

                                                       Date 

If you wish to discuss the information you have given above at your interview, please ensure that you mention this to the interviewer.

             





      





 





 





    ______/______/_______

















                     hours per week





Referee 1





Name       ________________________________________


            


Position    ________________________________________





Organisation/Company______________________________





Address    ________________________________________


                 ________________________________________


Postcode  ________________________________________


            


Telephone no


In what capacity does this person know you?


How many years has this person known you?














        








Referee 2





Name       ________________________________________


            


Position   ________________________________________





Organisation/Company _____________________________





Address   ________________________________________


                ________________________________________


Postcode  ________________________________________


            


Telephone no


In what capacity does this person know you?


How many years has this person known you?




















                 


  























