Volunteer Application Information

Thank you for your interest in becoming a volunteer at YMCA Mendip. If you decide to continue with your application, you will be making a real difference to our mission to respond to young peoples’ needs. 

YMCA Mendip’s Youth and Community Development Team provides youth clubs and community outreach across Mendip and South Somerset for 11-19 year olds. We have Youth Clubs at Glastonbury, Street, Shepton Mallet, Frome, Yeovil and Coleford. We also have Routes drop-in youth café in Frome for 11-25 year olds.
Volunteers enable us to further enrich the work we do with young people in these projects, for which we are extremely grateful.

Our Commitment to Volunteers

YMCA Mendip values all of its volunteers and we believe you make a huge contribution to our work. We recognise that volunteers are not paid staff, but are people making a valuable contribution to our work with young people.

We hope that our volunteers have a rewarding experience with us, that meets their needs as well as ours.

We are committed to:

· Treating all volunteers with respect and valuing them as individuals

· Providing a safe working environment

· Providing clarity about volunteers roles, and appropriate induction and training

What we need from you now

Please fill in the volunteer application form as fully as possible and return to volunteering@mendipymca.org.uk or to: The Old Glass House South Street Wells Somerset BA5 1SL. 
Recruitment
When we receive your application we will contact you to arrange a meeting to determine your suitability for the role and whether we can meet your needs as a volunteer. If appropriate we will then allocate you to a suitable role, carry out background checks and give you taster sessions. All going well we will then add you to our bank of volunteers. We will ask you to show some forms of ID in order to carry out a criminal background check, as you may be working with young or vulnerable people. 

Also included with this pack you will find:
Privacy Notice
Declaration of criminal background information form

Personal details for DBS check form

List of acceptable documentation to support DBS check

Volunteer confidentiality form
Our volunteer agreement

Induction and Training

As a volunteer, you will be given general induction. Additional guidance will be provided by staff in the location where you are volunteering. You will receive a volunteer handbook with further details. Further training opportunities are available if you are interested.

Thank you for your interest and we very much look forward to meeting you. 

Email - volunteering@mendipymca.org.uk
PRIVACY NOTICE - Volunteers

YMCA Mendip is committed to the security of your personal data. To process your volunteering we need to collect and process data. This privacy notice explains the data we need and how we will use it.

This privacy notice explains how we use any personal information we collect about you when you apply to be a volunteer with YMCA Mendip and how we process that data during your application and during your volunteering with us.

Who are we?

YMCA Mendip is a charity serving local communities to improve outcomes and enable people to reach their full potential in mind, body and spirit. YMCA Mendip affiliates to YMCA England and is part of the worldwide movement of YMCAs.

Our registered address is:

YMCA Mendip

The Old Glasshouse South Street

Wells BAS 1SL

01749 679553

www.mendipymca.org.uk
What data do we ask you for?

In order to process your volunteering application and/or agreement and in some cases to make expenses payments to you we need to collect some personal data about you.

We collect personal and sometimes also sensitive information about you when you apply to be a volunteer with YMCA Mendip and throughout your volunteering. We collect information through application forms, over the phone, via email and in face to face meetings for the purposes of assessment.  We may occasionally collect information about you which has come from third party sources - such as personal reference
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If you are a current or former YMCA Mendip service user, or if you engage with any of our services during the course of your volunteering we will work together and share any relevant data. YMCA Mendip securely holds your data and abides by confidentiality agreements to protect your information.

To allow the scheme to run safely and effectively and to ensure you have the support you need there may be other data collected both formally and informally during the course of your volunteering with us. We collect information when you voluntarily complete customer surveys, provide feedback, volunteer with us and participate in supervision and ongoing support. All data relating to your volunteering will be kept on your volunteer file securely with access limited only to relevant staff.

The data we collect about you will include some general data including your name, address, and date of birth, phone number, email address, bank details, and any other general information relevant for your volunteering. We will also ask you for details of someone we can contact in the event of an emergency.
We may ask to take your photo to add to your People HR account, the online software we use to manage Volunteers' data.  This photo will also be used to create an ID   badge. This photo will be stored on our computer system on the N:  drive to which access is restricted to relevant staff only

We need to ask you some questions about your medical history to ensure that any medical needs can be taken into consideration and to ensure your health and safety at work.

In addition, any volunteer who will be in contact with children and young or vulnerable people through the course of their role will need to complete a DBS check.

Where practicable the YMCA Mendip volunteer scheme will endeavour to anonymize your sensitive data and restrict access only to those who need it.

YMCA Mendip likes to promote the work and activities of the organisation, via social media, newsletters, press, annual report and other marketing activities.  Therefore, from time to time we might take photos or videos which contain your image. We will always ask your permission to process this data. These will be stored securely on our computer system, to which access is restricted.

What purpose do we use the data for?

We collect information about you to process your application to volunteer with us. We use this information to assess whether we can offer you a volunteering role. It is essential the volunteer scheme operates effectively and safely; therefore we collect information that allows us to support you and manage any risks.

To assess risk this data is collected under the lawful purpose set out in General Data Protection Regulation of:
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We shall pass on your personal information to CAPITA so that they can process a DBS (criminal record) check.

We shall pass personal data (your name and email address) to MailChimp to allow us to communicate with you by email.

We shall store your personal and some sensitive data about you on the People HR staff management system.

We may need to give your name and email address to online training providers and other IT services providers.

How long will you keep my data?

We will only keep your data for as long as necessary for the effective running of the scheme and for safeguarding purposes.

Where risk has been identified we may keep sensitive data indefinitely. Basic DBS certificate information will be held for one year after your leaving date.

If you abandon your application for volunteering or ask to place it on hold, or your

. Volunteering ceases we will keep your information for no longer than 12 months, after which it will be deleted from our computer system.

What are your rights?

Under GDPR you have the following rights (unless subject to an exemption):

1. The right to be informed

2. The right of access

3. The right to rectification

4. The right to erasure

5. The right to restrict processing

6. The right to data portability

7. The right to object

8. Rights in relation to automated decision making and profiling.

Some of your data can only be processed with your consent. If you would like to withdraw your consent to the processing of this data please put this in writing to the Volunteer Co-ordinator.
Please specify the area of consent that you wish to withdraw (e.g. use of personal email address) and any other relevant information.

We will only be able to provide a volunteering placement for you if we have a viable means to communicate with you and if we can process your data. If you withdraw consent for us to contact you or if you would like to use your right to erasure this will cause the cessation of your volunteering.

You have the right to request a copy of the information that we hold about you. If you would like a copy of some or all of your personal information, please email or write to us at the above address. There is no charge for this service.
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6 (1) (d) processing is necessary in order to protect the vital interests of the data subject or of another natural person;

In addition to the general data that we ask you for there will also sometimes be some special category data that we need to request from you regarding your health and

· any medical requirements that you may have. This is essential in order to ensure your health and safety during your commitment with us. The lawful basis for this under GDPR is covered by:

9(2) (c) - processing is necessary to protect the vital interests of the data subject or of another natural person where the data subject is physically or legally incapable of giving consent

Where we ask you for details of an emergency contact we will only ask for minimal data which is covered under GDPR lawful basis of:

6(1)(f) - necessary for the purposes of legitimate interests pursued by the controller or a third party, except where such interests are overridden by the interests, rights or freedoms of the data subject

In all other cases we will ask for consent and this data is collected under the lawful purpose set out in General Data Protection Regulation of:

6(1) (a) the data subject has given consent to the processing of his or her personal data for one or more specific purposes;

From time to time we may send you emails which include, for example the YMCA Mendip newsletter or other information relevant to volunteering/ the organisation. This is covered under the lawful basis of "legitimate interests" to ensure you are kept up to date.

Will we share your data?

At YMCA Mendip we do not sell on any personal data that we hold and we treat all your data as strictly confidential. We will only share your personal data if there is a legal or statutory duty to do so or if we have your consent, with the exception of a medical emergency where it may be necessary to protect your vital interests as above.

If we are approached to provide an employer's reference for you we will only do so if we have your consent.

From time to time there may be other occasions where we must share your data however unless there is a legal or statutory duty to do so, or it is necessary in order to perform your role, we will ask for your specific consent.

Volunteers contact details (Name, home address, date of birth, phone number and next of kin details) are stored on the N: Drive in a folder to which access is restricted to staff who may need to contact you in the course of your volunteering work - this includes HR, and Emergency Duty Managers.

[image: image4.jpg]


Your Consent: (Please tick)

We will only be able to provide a volunteering placement for you if you agree to the following:

· 
I have read and understand this privacy notice

· I understand I can access the data held about me but must make this request in writing giving 30 days ‘notice

· I have read and understand my home address, phone number and next of kin information can be accessed by the relevant staff and in case of emergency.
· I give my consent for my photo to be stored for ID purposes

· I give consent to be contacted by email, including via Mailchimp.

· I give consent to be contacted by postal address.

· I give consent to be contacted by telephone.

· Please allow YMCA Mendip staff to pass on my personal data to People 
· HR (third party employee management IT solutions company)

· I give my consent for YMCA Mendip to take photos/ video of me for 
· marketing and promotional purposes.
· I give my consent for reference information to be given to employers

To show you that we value you we like to send the occasional greetings card:

· 
Please allow YMCA Mendip staff to pass on my name and personal 
Also we will usually require at least one of the following:

· 
Please allow YMCA Mendip staff to pass on my personal email address 
· to Safety Media, in order to set up an online training account for me and allow Safety Media to communicate with me about training relevant to my volunteering.

· I give consent for my name to be given to a third party IT solutions 
· company (currently Texellent) to set up a YMCA Mendip email address for me, which I will take responsibility for checking regularly.

Print Name: .......................................................................................................................................

Signature: ........................................................................Date: ................................................ .
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We want to make sure that your personal information is accurate and up to date. You may ask us to correct or remove information you think is inaccurate.

If you would like to make a complaint to our organisation please contact 
the Chief Executive at the address below.

YMCA Mendip

The Old Glasshouse South Street

Wells BAS lSL

01749 679553

If you would like to make a complaint to the supervising authority regarding your data please contact the Information Commissioner's Office.

Volunteer Application Form in Confidence

Thank you for expressing an interest in volunteering for YMCA Mendip. If you need help to complete any of our forms please do ring us. Literacy is not a requirement for all volunteer roles.

	Personal Details

Title                            

Family Name       
First Name(s)       
(Underline the name by which you want to be known)

Nationality

Are you over 18?
	Address       
     
     
Post Code       


	Home Telephone       
Mobile Telephone       
Work Telephone       
E-Mail address (please print clearly)
      

May we contact you at work?

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	Is there any reasonable adjustments we may provide to help you through the recruitment process and if you were the successful candidate? 
  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

If yes, please give details       


	Next of kin 1

Name                                                      

Relationship       
Mobile telephone number       
Daytime telephone number     
Evening telephone number     
Next of kin 2

Name                                                      

Relationship       
Mobile telephone number       
Daytime telephone number       
Evening telephone number        



	Volunteering preferences

Please tell us why you would like to volunteer at YMCA Mendip.

If needed, how soon could you start Volunteering with us? 

Please give details below of the days and times when you feel you would be able to do Volunteer work for us.
How long would you hope to volunteer?

Six Weeks         Three months         Six months         One year         

One off events       Unsure at the moment                      Other
How did you hear about our volunteering scheme?

YMCA Mendip occasionally organises events or campaigns that may be of interest to you. Please tick the box if you do consent to receiving email marketing communications from YMCA Mendip. (


	Please tell us about any recent relevant work or volunteering experience.



	Please give us brief details of any particular skills or interests (for example - cooking, art, befriending, music etc).




	Which location(s) are you interested in? (please circle)
Frome Routes Café

Frome Youth and community Centre
Frome Youth Club

Coleford Youth Club

Shepton Mallet Youth Club

Other ………………………………………

	Glastonbury Windmill Hill Youth Club

Glastonbury Red Brick Building Youth Club

Street Young People’s Centre

Street Youth Club

YMCA Mendip Central Offices Wells

Yeovil Youth Clubs
Both Mendip and Somerset area
Various



	

	Which volunteer role(s) are you interested in?

Admin / IT

Activities groups / hobbies

Gardening

Cookery  
Sports
Arts
Other ……………………………………..                  
	Information Advice and Guidance

Fundraising

Café Assistant

Youth Club Assistant

Event Organisation

	References
Please give the name and address of two people who are not related to you, who can tell us about your suitability for volunteering.  This can be anyone, who has known you for some time and can speak about your character, skills and abilities. Please give your consent for us to contact them. You have the right to withdraw this consent.
 FORMCHECKBOX 
 Please apply for references before our discussion meeting.

Referee 1

Name       
Position       
Address       
Post code       
Telephone No.       
Email Address        
In what capacity does this person know you?

     
Referee 2

Name       
Position       
Address       
Post code       
Telephone No.       
Email Address        
In what capacity does this person know you?

     


	DECLARATION  

I declare that the information I have given on this form is correct and complete.

I have read, understood and signed the privacy notice for volunteers and am returning it with this form. I understand that without a signed privacy notice my application cannot be processed.

Signed         


                                                  Date       


Please return to our HR department 
Email – volunteering@mendipymca.org.uk
Personal Details for DBS (CRB)
	Title
	

	Surname
	

	Middle names
	

	Forename
	

	Previous names:  

dates from and to:



	Date of Birth
	

	Place of Birth

(Town & County)
	

	Nationality at birth
	

	Gender
	

	NI Number
	

	Driving Licence Number
	

	Issue Date
	

	Expiry Date
	

	Passport Number
	

	Issue Date
	

	Expiry Date
	

	Nationality
	

	Country of Issue
	

	Current Address


	

	At address since
	


	Please provide all other addresses where you have lived in the last 5 years with to and from dates:




	Have you ever been convicted of a criminal offence or received a caution or warning?

(    No                                        (    Yes                                     

Declaration:

(     By completing this form I consent to the transfer of my information to CAPITA and the Disclosure Barring Service for the purposes of a Disclosure Application.

Privacy Policy – standard/enhanced checks declaration

(     I have read the Standard/Enhanced Check Privacy Policy for applicants https://www.gov.uk/government/publications/dbs-privacy-policies and I understand how the DBS will process my personal data and the options available to me for submitting an application. 
Consent to obtain e-Bulk standard/enhanced check electronic result
(     I consent to the DBS providing an electronic result directly to the registered body that has submitted my application. I understand that an electronic result contains a message that indicates either the certificate is blank or to await certificate which will indicate that my certificate contains information. In some cases the registered body may provide this information directly to my employer prior to me receiving my certificate. 
Declaration by applicant
I confirm that I have provided complete and true information in support of this application and understand that knowingly making a false statement for this purpose is a criminal offence. 
Signature: …………………………………………..      Date……………………………..     


DECLARATION OF CRIMINAL BACKGROUND INFORMATION

As a volunteer for YMCA Mendip you may come into direct contact with young people or vulnerable adults. Therefore our volunteer roles are exempt from the Rehabilitation of Offenders Act 1974. Please give details of all convictions below - ‘spent’ or ‘unspent’. Your reply will be completely confidential. Having a criminal background will not necessarily bar you from volunteering with us.

The information you provide will remain confidential


Name          ……………………………………………..                                                                  

Please give details, including date, offence and, where appropriate, sentence, of any spent or unspent criminal convictions below.

If none, please write ‘NONE’.

Signed ………………………………..

Date ……………………….

What Documents Do I Need to Produce? 


Route 1 

Route One must always be attempted to be taken. Three documents in total must be seen; one document must come from Group 1 and a further two documents from Group 1, 2a or 2b. One document must verify the applicant’s current address. 


Route 2 

One document must be seen from Group 2a and two further documents from Group 2a or 2b; one of which must verify the applicant’s current address. Applicants will also be required to undergo an external ID validation service through Route Two. If you wish CRVS to undertake the external ID validation check for your organisation, please send an email to dbs.externalid@capita.co.uk. 


Route 3 

A Certified copy of a UK Birth Certificate (UK and Channel Islands, issued after the time of birth by the General Register Office/relevant authority) required to be seen and four further documents must be seen from Group 2 comprising of one document from Group 2a and three further documents from Group 2a or 2b; one of which must verify the applicant’s current address. 

Group 1 – Primary Trusted Identity Credentials 
 Current valid Passport 
 Biometric Residence Permit (UK) 
 Current Driving Licence (UK, Isle of Man /Channel Islands) (Full or provisional) 
A photo card is only valid if the individual presents it with the associated counterpart licence (except Jersey) 
 Birth Certificate (UK and Channel Islands) - issued at the time of birth; 
o Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces. (Photocopies are not acceptable) 
Group 2a – Trusted Government/State Issued Documents 
 Current UK Driving licence (old style paper version) 
 Current Non-UK Photo Driving Licence (valid for up to 12 months from the date the applicant entered the UK) 
 Birth Certificate (UK and Channel Islands) - (issued after the time of birth by the General Register Office/relevant authority i.e. Registrars – Photocopies are not acceptable) 
 Marriage/Civil Partnership Certificate (UK and Channel Islands) 
 Adoption Certificate (UK and Channel Islands) 
 HM Forces ID Card (UK) 
 Fire Arms Licence (UK and Channel Islands) 
Group 2b – Financial/Social History Documents 
 Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted) 
 Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted) 
 Bank/Building Society Account Opening Confirmation Letter (UK) 
 Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted) 
 Financial Statement ** - e.g. pension, endowment, ISA (UK) 
 P45/P60 Statement **(UK & Channel Islands) 
 Council Tax Statement (UK & Channel Islands) ** 
 Work Permit/Visa (UK) (UK Residence Permit) (valid up to expiry date) ** 
 Utility Bill (UK)* – Not Mobile Telephone 
 Benefit Statement* - e.g. Child Allowance, Pension 
 A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK & Channel Islands)*- e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security 
 EU National ID Card 
 Cards carrying the PASS accreditation logo (UK and Channel Islands) 
 Letter from Head Teacher or College Principal (16-19 year olds in full time education in the UK (only used in exceptional circumstances when all other documents have been exhausted) 
Please note: 
If a document in the List of Valid Identity Documents is: 
 Denoted with * - it should be less than three months old 
 Denoted with ** - it should be issued within the past 12 
Volunteer Confidentiality STATEMENT

To whom it may concern

I ………………………………………….. of …………………………………...

…………………………………………………………………………………….

confirm that all information that I acquire or become aware of in connection with my volunteering with the YMCA, will be treated by me as strictly confidential and disclosed to no-one outside the scope of my said volunteering.

Notification of potential conflict of interest:

…………………………………………………………………………………….

…………………………………………………………………………………….

Signed ……………………………………..

Dated ………………………………………

Volunteer Agreement

Volunteers are an important and valued part of YMCA Mendip. We hope that you enjoy volunteering with us and feel a full part of our team. 
This agreement tells you what you can expect from us and what we hope for from you. We aim to be flexible so please let us know if you would like any changes and we will do our best to accommodate them.

We will do our best:

To introduce you to how YMCA Mendip works and to your role and to provide any training you need

To respect your skills, dignity and individual wishes and do our best to meet them

To reimburse approved travel costs or out of pocket expenses

To consult with you and keep you informed of any changes

To insure you appropriately and to provide a safe workplace

To provide equality of opportunity in line with our Equal Opportunities Policy

To deal with any complaint appropriately

We hope you as a volunteer will:

Work reliably to the best of your ability and give as much notice as possible if you cannot volunteer when you are expected

Follow the spirit and letter of our policies and procedures including health and safety, equal opportunities, and confidentiality

Have due regard for the confidentiality of the organisation, its staff and young people

Stay in the volunteer role for sufficient time to allow yourself to enjoy it and to grow and develop, and for us to feel the value of your volunteering in our activities

This agreement is in honour only and is not intended to be a legally binding contract between us and can be ended at any time by either of us. This agreement is not regarded by either of us as an employment relationship either now or at any time in the future.
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