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INRODUCTION TO YMCA NORTH LONDON 
 
Thank you for the interest you have shown in this role at YMCA North London. I would like 

to take this opportunity to tell you a bit more about the organisation. 
 

We currently operate mostly in the borough of Haringey and aspire to work in the North 
London boroughs of Barnet and Enfield. 

 
YMCA North London 
 

YMCA North London is an autonomous charitable organisation affiliated to YMCA England 
along with 113 other YMCAs. Collectively our work is focused on young people and 

communities in 5 areas: 
 
• Health and Wellbeing 

• Training and Education 
• Family work 

• Accommodation 
• Support & Advice 
 

You can find out more about YMCA activities and values on our own website and those of 
YMCA umbrella bodies (e.g. England, Europe, World Alliance)  

 
YMCA North London is the trading name of two legal entities. All of the activities for which 
this post is responsible are managed within one of them, Hornsey (North London) YMCA 

Housing Society Limited, Homes and Communities Agency No. HO/995 and Co-operative 
and Community Benefit Societies No. 14948. 

YMCA North London provides services to men and women and to people of all faiths and 
none. There is no requirement for the post holder to be a Christian but they should be 
comfortable working within our values. 

Further details about all our activities can be found on our website. If you have queries 

about the recruitment process please contact our HR consultants, HR Initiatives Limited: 
 

Tel: 01438 742056 

Email: info@hrinitiatives.co.uk 
 

I wish you well in your job search. 
 
Yours sincerely, 

 
 

 
 
Stuart Sapsford 

Director of Community Services
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Guidance Notes 
for completing an application for employment with YMCA North London 

 
The main Job Application Form asks for detailed information about you and your work 

history. The purpose of the form is to make sure that, as far as possible, applicants who 
might be at risk to children or young people are not considered for appointment. The detail 
that is asked for complies with national guidance on safe recruitment procedures for 

appointments.  
 

The Supporting Statement is key in the short listing and selection process. 
 
You must complete all parts of the application form. Curriculum Vitaes (CV) are 

not acceptable; neither is an application form that simply refers to an enclosed 
CV.  

 
The post for which you are applying will bring you into direct contact with 

children, young people and/or vulnerable groups.  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.  
 

HOW TO COMPLETE THE APPLICATION FORM 
 
1. PERSONAL DETAILS  

 
The information given here will be used to contact you and to identify you accurately when 

contacting referees. The information will not be used in the selection process.   
 
2. EMPLOYMENT HISTORY 

 
Please give us the details of your current employer and post or your college or university if 

you are a student. Complete this section also if you are employed in a voluntary capacity. 
If you are currently not in employment, then say so here. Please be as accurate as possible 
in the from and to dates, and provide us with a reason for leaving. 

 
If you have more than one paid employment currently, please provide the same 

information for each job. 
 
3. PREVIOUS EMPLOYMENT  

 
Please start with the most recent including any unpaid or voluntary work. It is very 

important that you list your previous employment in chronological order. All employment, 
including self-employment, consultancy, part-time and temporary jobs and unpaid 
employment, must be included.  

 
Your application needs to give a complete picture of your working career, including periods 

when you were not in employment. In this section, you need to explain any gaps, such as 
raising a family or extended travel. 
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4. EDUCATION/TRAINING/FURTHER DEVELOPMENT 

 
There are three sub-sections here. Make sure that you give all the information needed, 
including qualifications and training that, whilst not essential, are useful and relevant to the 

job.  
 

5. SUPPORTING STATEMENT 
 

You are requested to complete this section (using supplementary sheets if there is 
insufficient space for your entries) to show us how well you can do this job.   
 

Please read the job description and person specification. Using examples, show how your 
knowledge, skills and experience meet each of the essential requirements of the 

person specification and as many desirable requirements as possible. Please draw 
on your relevant experiences; including paid employment, voluntary work, family 
experiences and leisure activities as evidence.  

 
Continue on separate sheets if necessary. 

 
6. VOLUNTARY WORK HISTORY 

 

Starting with the present or most recent first, tell us about any voluntary work you do.  If 
you have gained any skills, knowledge or experience that is relevant to this post, please tell 

us about it in this section. 
 
7. LEISURE INTERESTS  

 
This is your opportunity to describe any interests or experiences that could be relevant to 

the post for which you are applying.  
 
8. EMPLOYMENT CHECKS FOR THE SAFEGUARDING OF VULNERABLE GROUPS 

 
We are committed to safeguarding and promoting the welfare of children, young people 

and vulnerable groups and expect all staff to share this commitment. As part of our 
commitment, we need to ensure that all potential employees satisfy our employment 
checks. Please note that where appropriate, shortlisted and/or potentially suitable 

applicants will be required to undertake further checks, including references, and will be 
required to provide a Disclosure from the DBS.   

 
Rehabilitation of Offenders Act 
The organisation will treat applicants who have a criminal record fairly and will not 

discriminate because of a conviction or other information revealed. Possession of a criminal 
record will not automatically prevent applicants from working with us. As part of the 

recruitment process any information revealed regarding a criminal record will only be 
considered in light of its relevance to the post for which the candidate is applying. 

 
As you are applying for a post which is eligible for a DBS Disclosure, you are required to 
declare information on any convictions, cautions, reprimands or final warnings, which 

would not be filtered in line with current guidance. 
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9. ADDITIONAL INFORMATION 

 
We are committed to interviewing people with a disability who meet the essential criteria of 
the person specification. The Equality Act 2010 defines a person as having a disability if he 

or she has,” a physical or mental impairment which has a substantial and long-term 
adverse effect on his or her ability to carry out normal day to day activities”. 

 
We will make reasonable adjustments to help a person with a disability through the 

application and selection process and, if successful, to assist you in carrying out the duties 
of your job. Please see the applicant guidance notes for further information. 
 

We ask questions about your connections to the YMCA, to ensure that there are no conflicts 
of employment that we should be aware of.   

 
We ask if you are related to any member of staff or Trustee to ensure a fair selection 
process. If you are related to anyone at YMCA North London, then we will avoid asking your 

relative or partner to be part of the selection process.  
 

Where did you see the advertisement for this post?  
 
Your answer to this will help us to identify how best to target advertisements for similar 

posts in the future.  
 

10. REFERENCES  
 
Please give details of at least two referees, one of whom must be your current or most 

recent employer. If you have just completed full-time education, one referee should be 
from your school, college or university.  If there has been a gap in employment or where 

you do not have three years of employment, then a personal reference covering this period 
from someone who can comment on your ability to do the job is acceptable.  Referees 
must not be related to you, or writing solely in the capacity of a friend, and must be able to 

comment on your skills and abilities in relation to the post.   
 

YMCA North London request that references be taken up at short listing stage and before 
interview, so you need to be sure that your referees are willing and able to provide a 
reference.  If you would prefer us not to contact your current employer until a conditional 

job offer has been made to you, please state this on the form.  Any job offer will be made 
conditional until this reference has been received.  One referee must be your current 

employer. 
 
The ‘Status’ of each referee would be, for example, ‘current employer’ or ‘university tutor’. 

Each referee must be able to comment on your professional abilities.  
 

Note that references from friends or relatives are not acceptable.  
 

We may approach previous employers who have not been identified by you as a referee 
and may seek further information from referees who have supplied a reference. Previous 
employers will be asked whether there are any concerns about your suitability to work with 

children or young people.  
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We will seek references as detailed above and may approach other previous employers for 

information to verify particular experiences or qualifications. We may also ask previous 
employers for information about disciplinary offences relating to children or young people, 
including any in which the penalty is ‘time expired’ (that is where a warning could no longer 

be taken into account in any new disciplinary hearing for example) and whether the 
applicant has been the subject of any child protection concerns. Please provide any details 

below of any issues, such as those described above that may be raised by any potential 
references. If there are none please write ‘none’. 

 
DECLARATION 
 

You can digitally sign this form, and this will serve as your confirmation that the 
information you are submitting is accurate to the best of your knowledge. 

 
NOTES ON THE EQUALITY AND DIVERSITY MONITORING FORM 

 

YMCA North London is an Equal Opportunity Employer. To help us monitor our policy, we 
would be grateful if you would complete the details on this monitoring form.  

 
Completion of this form will help us fulfil our general duty under the Equality Act 2010 to 
eliminate unlawful discrimination, to promote equality of opportunity and promote good 

relations between people of different racial groups, and our specific duty under the Act to 
monitor, by reference to racial group, applicants for employment and staff in post. 

 
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.   
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WHAT TO DO WHEN YOU HAVE COMPLETED YOUR APPLICATION 

 
1. Before sending your application form, please ensure that every section has been 

completed. 

 
2. Return the form as instructed in the covering letter of this pack, by the closing date 

shown in the advertisement and the covering letter of this pack. 
 

3. Applicants will only be acknowledged if a stamped self-addressed envelope is enclosed. 
 
4. Following short listing, you will be notified of the outcome of your application. 

 
SHORT LISTING  

 
Short listing will take place once the closing date for applications has passed.   
 

SELECTION 
 

In accordance with the Asylum, Nationality and Immigration Act 2006, we are required to 
verify that potential employees have the right to work in the UK.  As an employer, we will 
be committing a criminal offence under the Act if we employ a person who is not entitled to 

work in the UK.   
 

If you are an UK/EU citizen, or you are from outside the UK/EU but have been granted 
indefinite leave to remain within the UK, before an offer of employment can be made 
you will need to confirm your immigration status as having the right to work in the UK.  

Further details are available on request.   
 

If you do not have the right to work in the UK you will not be allowed to take up 
employment and may have your offer of employment withdrawn. 
 

DISCLOSURE AND BARRING SECURITY CHECK 
 

You will be required to complete a DBS Disclosure that will be sent to the Disclosure and 
Barring Service (DBS) an executive agency of the Home Office if you are successful in 
getting the appointment.   

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

  
• One form of photographic identification [e.g. a passport or new form of driving licence] 
• Two items such as a utility bill, or bank statement, dated within the last three months 

which show your current address.  If this is a problem please contact us 
 

The photographic ID will be used to verify your identity before commencing any interview. 
 

The Disclosure and Barring Service offers a means to check the background of job 
applicants to ensure that they do not have a history that would make them unsuitable for 
the post.  Proof of identity as detailed above is required to complete the process. 

 
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. 
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If you require further information about Disclosures you can visit the website 

www.disclosure.gov.uk or telephone the Disclosure and Barring Service information line on 
03000 200 190. 
 

The DBS will provide a report to you and to us on whether you have any history of criminal 
convictions, including cautions and bind over’s.  All posts at the YMCA’s are exempt from 

the Rehabilitation of Offenders Act 1974.  This means that you must declare all convictions, 
including those that would generally be regarded as ‘spent’. The existence of a criminal 

background does not automatically mean that you cannot be appointed but it may do so.   
 
The information relating to criminal convictions will only be seen by the interview panel if 

we are considering offering you employment. 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 provided on page 23 in this pack.  
 

COMPLAINTS PROCEDURE 
 
If you feel you have been unfairly treated, you have the right to complain. If you wish to 

complain, you should write to: 
 

Stuart Sapsford 
YMCA North London 
New Gallery 

Haringey Park 
London 

N8 9HY 
 
Please state why you think you have been treated unfairly. Any complaint should be made 

no later than 14 days after you are informed of the result of your application. 
 

Please note, before being made an offer of employment with the YMCA North 
London, you will be required to consent to current/previous employment 
reference being taken up. 

http://www.disclosure.gov.uk/

