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Application 
Pack



Please find enclosed all of the information that you will need when applying for a position at YMCA Thames Gateway.



We thank you for your time, and wish you luck with your application.A welcome to Applicants!

Thank you for your interest in working for the YMCA. If you are an internal applicant you will already be familiar with the distinctive nature of the YMCA and its work. External applicants may not be aware that YMCAs are Christian charities belonging to a national and international Movement. The YMCA offers opportunities to young people and their communities to develop in mind, body and spirit and so help to fulfil their potential. It aims to reflect this holistic approach in the way it recognises the value of each individual staff member and enables them to make their unique contribution to the organisation’s mission.

In England, the YMCA comprises some 160 different Associations found in most cities and towns, each of which operates as a separately registered charity. These YMCAs are often working with people at times of greatest need. World-wide, the Movement has over 30 million members in some 125 countries. The evolution of each YMCA is influenced by local factors. But generally YMCAs aim to:

	Facilitate personal, social and spiritual development - through life and job skills training and a wide range of other opportunities for personal growth and challenge.
	Build relationships and provide programmes that supported young people’s transition to adulthood.

Develop communities through the provision of support housing, community activities and sport, exercise and fitness programme for all ages.
	Share ideas and resources across the world as part of an international YMCA network.

The YMCA values diversity and welcomes applicants from across all of the community. Diversity is reflected strongly among those who participate in YMCA activities and use its facilities. Our housing residents, for instance, come from many nations and backgrounds; the YMCA provides accommodation and training facilities for both men and women; our health and fitness suites have been successful in offering customised programmes for people with disabilities; and the range of activities involves people of all ages. 

We are also committed to ensuring that diversity is reflected strongly within boards of Management, volunteer and employee structure. This includes a commitment to keep our practices under review, leading to action where necessary, in order to attract new people from all sections of the community.

Inclusiveness is fundamental to the ethos of the YMCA as a Christian organisation. It is expressed in a wholehearted commitment to welcome people of other faiths and those of none, linked to a confident identity as a Christian faith-based Movement. 

In order to maintain this ethos it is essential that certain posts are filled by committed Christians. If the advertisement/job details for the positions for which you are applying states that you are required to have a commitment to the Christian Aims and Purposes, the information you supply in the ’Religious Beliefs’ section of your application 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 you provide under the ’Religious Beliefs’ section will not affect your application.

YMCA Thames Gateway is pleased to receive a significant number of applications for most roles advertised. We are therefore unable to respond to individual applicants unless shortlist- ed. If you have not been contacted within four weeks of the closing date you should assume you have not been shortlisted on this occasion.

Thank you again for your interest in working for the YMCA. We look forward to receiving your application.





Guidance for How to Complete an Application for Employment

The following guidance is 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

Sect ion 1 - Job Details

Location	Insert the name of the role that you are applying for.

Section 2 - Personal Details

Disability	We ask this question to enable us to consider any adjustments that we can make during the recruitment process in order to assist you.

Driving Licence	Delete as appropriate. Please refer to the job specification to determine the requirement for a driving licence for the position for which you are applying.

Section 3- Education, Training And Development

Please detail information which is relevant to your application. It is not necessary to list schools / colleges attended.

Section 4 - Current or previous employer

Please give details of where you are working now. If you are a student, or are seeking your first job, please tell us this.

Section 6 – Previous employment and experience

Please list your previous employers, together with brief details of the work you did for each employer and when you worked there. Please continue on a separate sheet if necessary.

In the section below this list, you should outline any skills and experience you feel would be relevant to the role, and which you have gained in other areas of your life than employment, for example if you have been a volunteer.







Guidelines For Application For Employment

Section 7 – References
You should provide two referees and where possible one of these should be your cur- rent or most recent employer. If you do not provide details of your current or most re- cent employer your application may not be processed further unless there is an acceptable reason why you have not supplied this information. Please note that YMCA Thames Gateway does not contact referees prior to interview.

Section 8 – Supporting Information
This is a very important part of your application. It is your opportunity to explain how you meet the requirements of the Person Specification and to illustrate how your previous employment is relevant to the requirements of the post. We would like you to tell us why you are applying for the job and what skills you will bring to the Association. Ideally, we are looking for a maximum of 1-2 pages of A4. Please do not attach CVs or other documentation.

Section 9 – Declaration
Please check your application thoroughly to ensure it is correct, before signing this section. Any false or intentionally misleading statements made as this stage may affect any future employment with YMCA Thames Gateway.

Section 10 —Equal Opportunities Monitoring Form
Please complete

Section 11 —Declaration of Criminal Background Information
You are required to complete this section without this your application cannot be considered.

NOTES ON THE EQUAL OPPORTUNITY POLICY - MONITORING FORM

The YMCA is an Equal Opportunity Employer. To help us monitor the effectiveness of 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 part of our equalities monitor. 

DATA PROTECTION

Personal data obtained from applicants 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 election for the post advertised; unless express permission for additional use is sought from the applicant [e.g. if the application might be considered for other vacancies]. Other than the successful applicant, no personal data provided in the course of the application other than that stored and processed as part of the YMCAs Equalities monitoring and will not be retained beyond six months from the date from which applicants are informed of the unsuccessful 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 offences have taken place, a conviction is considered to be ’spent’.  Once a conviction is spent, the convicted per- son 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 includes ‘Additional Guidance  for Applicants 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 employment.  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

	By the closing date shown in the advertisement or in the accompanying letter


	To the address as stated in the accompanying letter.


Following short listing only successful candidates will be contacted and invited to interview. 

IF YOU ARE MADE AN OFFER OF EMPLOYMENT WITH THE YMCA

You will be required to:

	Consent to references being taken up


	Demonstrate, by producing approved documentation, that you are entitled to work in the UK.  This is because, as an employer, we will be committing a criminal offence if we employ a person who is not entitled to work in the UK. We will  advise you on which documents are approved documentation.


	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 Guidance for Applicants 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.

ADDITIONAL GUIDEDANCE FOR 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 applicant’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 offences 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 de- tails of all convictions, ‘spent’ and ’unspent’.

When applying for a role at YMCA Thames Gateway we will require you to complete the following:

A completed Declaration of Criminal Background Form
This form will be sent to out all applicants with the application pack  All applicants must declare details of all ’spent’ and ’unspent’ convictions, cautions, reprimands and/or final warnings. You should complete the form and return this in an separate envelope clearly marked for as a declaration and for the attention of the Human Resources Department with your completed application form.

The information relating to criminal convictions will only be seen by Human Resources Department and the interview panel if we are considering offering you employment. You will be given the opportunity to discuss your declarations at a separate meeting. . Having a conviction will not necessarily bar you from being considered for the post. However, 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 an Enhanced Disclosure statement from the Disclosure and Barring Service. We will tell you how to go about this.

The Disclosure and Barring Service offers organisations a means to check the background of job applications to ensure that they do not have a history that would make them unsuitable for the post. Disclosure statements are provided by the Disclosure and Barring Service which is an executive agency of the Home Office. The Enhanced 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.gov.uk/government/organisations/disclosure-and-barring-service or telephone the Disclosure and Barring Service  information line
0870 90 90 811.

* Young people are those aged 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 does not undertake to discriminate against any applicant unfairly 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 for the position.

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 the Human Resources Manager at 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 successful candidates, this information will be verified by requesting a Disclosure statement* from the Disclosure and Barring Service before the appointment is confirmed.

Failure to reveal information that is relevant to the position sought could lead to withdrawal of an offer of employment 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 employment of ex-offenders e.g. the Rehabilitation of Offenders Act 1974.

A meeting will be arranged with the Human Resources department and Recruiting Manager at which time an open and measured discussion about any declaration about criminal convictions or other matters that might be relevant to the position take place.

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




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

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 workers 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 application unsuitable.

As an organisation using the Disclosure and Barring Service* to assess applicants’ suitability for positions of trust, this policy complies with the DBS Code Of Practice.

*	Successful applicants will be subject to an enhanced criminal record check - known as Disclosure - from the Criminal Records Bureau before the appointment is con- firmed. This will include details of cautions, reprimands or final warnings, as well as convictions.

**	Young people are those under 18 years of age.


EQUAL OPPORTUNITIES POLICY

It is a YMCA Thames Gateway policy to oppose all forms of unlawful or unfair discrimination on the grounds of race, gender, nationality, marital status, disability, age, religion/ belief, responsibility to dependants or sexual orientation. YMCA Thames Gateway ensures that there is a continuing review of all its procedures and practices so that no individual or group is put at a disadvantage either directly or indirectly by applying unjustified conditions or requirements.

Here at the YMCA, we recognise the value of a diverse workforce; in which people from Different backgrounds, with different skills and abilities can bring new ideas to enable us to deliver high quality services.

In addition to its moral responsibilities putting equal opportunities into action, it also makes business sense as it is about ensuring the best people are appointed. Our Equality and Diversity policy will help us to:

• 	provide equality of opportunity for everyone
• 	attract and retain skilled staff
• 	make the best use of the skills and knowledge of the entire workforce
• 	strengthen and improve our reputation as a good employer
• 	ensure that our employment and business practices are in accordance with the law
• 	provide staff with information in accessible formats where possible.

We are committed to making equality of opportunity a reality for all people in both employment and service delivery.

In particular we recognise the following as key target groups for us to focus on:

Gender

We understand that men and women can be discriminated against due to care responsibilities, however the YMCA Thames Gateway oppose this.

We are committed to ensuring men and women are encouraged to apply for all jobs equally and therefore ensure that access to employment; promotion and development opportunities does not unfairly discriminate against either sex. We are also committed to continuing to develop and implement family friendly employment policies and work life balance initiatives.

YMCA Thames Gateway is committed to its obligations under the Sex Discrimination Acts 1975 and 1986 which cover employment matters as described above and also covers the unlawful discrimination on the provision of goods, facilities and services to the public. The YMCA also recognises its obligations under the Sex Discrimination (Gender Reassignment) Regulations 1999.

Race

The association recognises that people can be discriminated against because of their race, colour, creed, ethnicity or nationality.

We want our workforce to accurately reflect the make-up of the population of the boroughs. We are committed to monitoring the ethnic origin of applicants for employment and those short listed/appointed in order that we can take further action to encourage more ethnic minorities to apply for posts and to be proportionately represented across all grades and salary levels.


YMCA Thames Gateway is committed to its obligations under the Race Relations (Amendment) Act 2000 to promote racial equality and establish a Race Equality Scheme.

Age

The association recognises that discrimination can take place based on assumptions and stereo- types bases on an individual’s age. Age related criteria will not be used in any recruitment, development, or any training decisions. The normal retirement age of 65 no longer applies and the YMCA will ensure that job applicants are selected solely on the basis of their skills, qualifications, competencies, experience and their ability to do the role. 

Protected Characteristics

The Equality Act 2010 brings together previous equality legislations and refers to previous categories mentioned previously as protected   characteristics. This means it is illegal to discriminate against an individual for any of following: 
	age

being or becoming a transsexual person
being married or in a civil partnership
being pregnant or having a child
	disability
race including colour, nationality, ethnic or national origin
religion, belief or lack of religion/belief
sex (gender)
sexual orientation
     
 The Two Ticks Pledge

The YMCA Thames Gateway has been awarded the ‘Two Ticks’ symbol as we have made the commitments to employ, keep and develop the abilities of disabled staff. The 5 commitments are as follows:

	To interview all applicants with a disability who meet the minimum criteria for a job vacancy and consider them on ability.
	To ensure there is a mechanism in place to discuss at any time, but at least once a year, with disabled employees what adjustments can be done to make sure that they can continue to develop and use their abilities.
	To make every effort when employees become disabled to make sure they remain gainfully employed 
	To take action to ensure that all employees develop the appropriate level of self-awareness about their disability to enable them to make work commitments. 
	To review the commitments made by the employee
	Acknowledge what has been achieved at the end of each year and to plan ways to improve on them

To let employees and the Jobcentre know about progress and future plans that have been put in place
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