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Letter from our CEO
Thank you for your interest in this role and I hope you find this pack and our website www.ymcadlg.org answer your questions.

You probably will have heard of YMCA, the largest and oldest youth charity in the world, but you may not have heard about us. YMCA 
DownsLink Group is a grouping of local YMCAs across Sussex and Surrey named after a well-known bridle path that connects the South 
and North Downs called the Downs Link Way. The YMCA DownsLink Group is a modern and progressive YMCA working with over 10,000 
children, young people, & supported housing residents. While we have a long heritage, we are a young and ambitious organisation creating 
opportunities that I hope you will relish.

We are a vision led charity believing that young people should be able to belong, contribute and thrive in the communities in which they live. I 
also believe this is a vision for our staff who, through working with the YMCA, can feel they belong, that they are fully able to contribute to this 
vision, and can personally thrive through their employment with us. We believe that the work of the YMCA is transformational, and our vision 
is built on transforming young lives. At YMCA DownsLink Group our work is targeted towards young lives on the fringes of our society with the 
aim of helping them to belong, contribute & thrive. 

Our vision is underpinned by our values of we welcome all, we support, we 
inspire. I hope that you are sufficiently interested to read on and find out 
more about YMCA DownsLink Group and this role.

I welcome your interest and look forward to receiving your application. 

Chas Walker, CEO YMCA DownsLink Group

Our services are focused on five key themes: 
 ▶ Helping young people belong in the local communities they live in 
 ▶ Supporting wellbeing in young lives 
 ▶ Keeping children & young people safe 
 ▶ Helping young people achieve 
 ▶ Empowering young people to influence
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About Us

YMCA  
The YMCA is the largest and oldest youth charity in the world. It is a global youth movement responding to the needs of young people and 
communities globally. From its humble beginnings in the City of London in 1844, the YMCA has grown to become a worldwide organisation 
reaching over 55 million members in 119 countries. As the founding ‘country’, YMCA England & Wales plays an important role in the worldwide 
movement and as a local YMCA we are committed to be an active member of the YMCA movement.  
 
YMCA England & Wales  
The YMCA Movement in England and Wales is a federation of over 112 local YMCA Associations that work across 740 recognised communities. 
Each YMCA is an independent, self-governing charity that affiliates to the YMCA Federation. YMCA England & Wales supports and facilitates 
the work of the Federation providing the YMCA with a national voice in supporting the YMCA vision of transforming communities, so all young 
people can belong, contribute & thrive. It also supports YMCAs by promoting high standards of working, sharing best practice, fundraising on 
their behalf, partnering with them to pilot new projects, and providing training opportunities for their staff and volunteers.

YMCA DownsLink Group  
We have approximately 450 staff and 250 volunteers with a current annual turnover of £15 million. On an annual basis, we accommodate over 
1,400 young people every year; provide community-based support, learning and advice services to over 5,000 young people; and our specialist 
therapeutic services work with over 7,000 children, young people and families. To read our latest Snapshot and find out more about our work 
last year, please click here.
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What we do Where we work 

Our services 

Children, young people and families are at the heart of YMCA 
DownsLink Group with a particular focus on the needs of young 
people who find themselves on the fringes of society. Our work 
covers a range of areas including accommodation, general advice, 
sexual exploitation, mental health, housing, childcare, counselling, 
mentoring, and apprenticeships. We are committed to transforming 
local communities so that all children, young people and families truly 
belong, contribute and thrive. Take a look at our website to find out 
more about the work we do. 
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Our Vision and Values
Our vision reflects the original Christian foundation of the YMCA Movement, but with a clear emphasis on being an inclusive organisation. Our 
mission is focused on the importance of the YMCA as a local community-based organisation ensuring all young people can belong, contribute 
& thrive in their local communities. Our values promote our commitment to welcoming all, being an inspiring organisation to young people, 
communities and staff and our commitment to the supportive nature of our services.

You will need to demonstrate a commitment to our aims and ethos, but do not have to be a practicing Christian to be part of our organisation.

T R A N S F O R M I N G  Y O U N G  L I V E S  

Y O U T H  M I N D E D C O M M U N I T Y  A P P R OA C H

C H R I S T I A N  F O U N DAT I O N  
A N D  I N C L U S I V E  V I S I O N  

T H R I V E  

C O N T R I B U T E  

B E L O N G  

 We  s u p p o r t  

We  i n s p i r e  

We  w e l c o m e  a l l  
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YMCA DLG Leadership Structure 

Chief Executive  Head of Operations  
YMCA Guildford

Chief Operating Officer  Executive Director of  
People & Culture  

Director Children & Young 
People Services Executive Assistant  Director Fundraising &  

Communications 

Chief Financial Officer 

Assistant Director of  
Finance 

Head of Fundraising

Head of Clinical  
Development  

Head of Safeguarding Head of Operations  
West Sussex  

Head of Operations  
East Sussex 

 
Head of Therapeutic  

Services  

Head of People

Head of Quality, 
Compliance & IT

Head of Communications  
and Marketing  

Executive & Leadership Team
Senior Management Team
Role subject to service review

Learning & Development  
Manager  

Lead Chaplain  

Head of Operations  
Brighton

Head of Property Services  Head of Targeted  
Youth Services  
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Application Form Guidance

Diversity & Inclusion Guidance

To apply, fill out the application form available on our website. Please 
note that we do not accept CVs.

The application will be saved at each step if you would like to save 
and come back to the application at a later date.

If you cannot fill the form online, please get in touch with our 
Recruitment team at recruitment@ymcadlg.org to request an 
application form in Word Format. Alternative formats are available on 
request (e.g. Dyslexia friendly font).

Please make sure you have read through the application pack and job 
description in full before submitting your form. 

We are an Equal Opportunities Employer. We are committed to the 
active promotion of equal opportunities, both in the provision of 
services and for our staff & volunteers. To help us monitor the equality 
of our opportunities, please complete the D&I form when applying. 
The information does not form part of the selection procedure; it is 
solely for monitoring purposes in accordance with Equality legislation. 
If you do not wish to disclose any information, please fill out the form 
by selecting “prefer not to say”.

Who has access to this information?

Information provided on this form is kept strictly confidential at 
all times and held securely within Human Resources. It is used for 
monitoring purposes only, and is neither seen by the Recruiting 
Manager nor used as part of the selection process. Data will be used 
in statistical format with no identifying details.

Make sure to provide demonstratable evidence that you meet all 
essential criteria provided in the job description – this can include 
transferable skills.

If you receive an offer
 
Please fill in your correct references on the application form when 
applying to speed up your onboarding process if successful. If you do 
not wish YMCA DLG to contact your references prior to your interview, 
please select no.

Please note that an offer is made subject to receiving 2 references 
and in some cases a validated DBS check.

What happens to the monitoring information gathered?

The information is stored on the recruitment database and used 
for improving our services to ensure we are both accessible to, and 
reaching a range of, candidates. If you are appointed, the information 
will be transferred on to your personal record to enable us to meet our 
workforce monitoring requirements.

Why do we monitor our recruitment and workforce?

We have specific duties as an employer to monitor our workforce, with 
data being published each year. This assists us in responding to anti-
discrimination legislation and any potential discrimination  
or inequality in the workplace. We also want to ensure we  
are reaching a breadth of candidates from all walks of life.
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Interview Guidance
The expected interview dates can be found on the Job Description 
for the role. Please try and keep some time free on these days to 
interview.

Preparation for interview

Please look through this job pack and our website in preparation for 
your interview. We believe passionately about the work we do and 
seek people who feel the same.

At YMCA DownsLink we are very proud of our values and are keen 
to find out what values are important to you. It is likely that we will 
discuss this at your interview and ask that you prepare accordingly.

What to expect

Interviews will be held by a small panel from the project team. This 
will include the line-manager of the vacancy.

For some roles there will be two stages to the interview process 
before an offer is made. These will likely consist of a first stage virtual 
interview with managers and a second stage interview where you 
will be able to visit the project (if applicable). There may also be 
opportunities to meet the wider team and the Head of Service. Please 
note that the interview structures may vary from role to role.

You may be asked to attend your interview via Zoom or Teams. 
Please make sure you have the application pack to hand ahead of 
time and confirm attendance with Recruitment. Take the interview in 
a private, well-lit space to make sure it runs as smoothly as possible 
and check your connection, microphone, camera in advance. Please 
sign into the interview at least 5 minutes before the start of the 
meeting so that the interviewers can make the most of your allotted 
interview time.

We will sometimes include competency-based questions at your 
interview. To prepare, think about scenarios where you have shown 
key skills related to the job description that you can use in an 
interview. A good way to approach answering competency-based 
questions is using the STAR method:

 ▶ Situation – Set the scene and provide details of your example.
 ▶ Task – Explain what your responsibility was in this situation.
 ▶ Actions – Explain in detail what you took to address the issue.
 ▶ Result - What changed because of you? What would you perhaps 
do differently in the future
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FAQs

When can I expect to hear back from an application?
 
If you do not hear back from us within 2 weeks of the closing date, 
please assume that you have not been successful this time. If you 
are shortlisted, you will be contacted by Recruitment to arrange an 
interview.

Can you provide feedback on my application?

Due to demands on the recruiting manager’s time, they cannot reply 
to every applicant. However, they will provide specific feedback to any 
candidates who interview but are unsuccessful.

Who sees my application?

Your application will be initially reviewed by the Recruitment team 
and directly forwarded on to the recruiting manager for the vacancy. 
They will then shortlist with other panel members. Only Recruitment 
will have access to D&I forms.

How long will you keep my application form?

In accordance with GDPR guidelines, your application form will be 
destroyed within 6 months of submission of your application. If you 
wish to have your information removed prior to this, please contact 
our recruitment team.

I have missed the deadline for the role can I still apply?

In some circumstances we may be able to accept late applications 
at the managers discretion. This is usually within 48 hours of closure; 
contact the Recruitment team if in doubt.

Will I get a copy of my online application once I’ve 
completed it?

Yes, you will get a copy of your application sent through to the email 
you provided on your application form.

I have made a mistake on my online application form; 
how can I fix it?

Either forward the corrected application form to us or email 
recruitment@ymcadlg.org and they will do their best to make small 
edits on your application for you.

I need some more information on the role before 
applying, how can I get this?

If you have further questions having read the job description and 
application pack please email recruitment@ymcadlg.org. Your enquiry 
will be forwarded to the relevant hiring manager.

I do not hit all the criteria, should I still apply?

Yes! Please do apply, even if you do not hit all points of the criteria. It 
is good to consider what transferable experience you have that might 
be applicable. We may also be able to consider you for another role if 
unsuccessful this time.

However, if there are essential criteria for the role, such as having 
a driving licence and access to a car, we are unable to consider you 
without these – please contact the Recruitment Team if you have  
any concerns.

10



Policy on the Recruitment of Ex-Offenders and Declaration of Criminal Background

Policy on the Recruitment of Ex-Offenders
YMCA DownsLink Group actively promotes equality of opportunity for all, with the right mix of talent, skills and potential, and applications are welcome from a wide range 
of candidates.

We undertake not to discriminate unfairly against any applicant 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, YMCA DownsLink Group 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 YMCA DownsLink Group 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 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 YMCA DownsLink Group 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.

At interview, or in 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 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 YMCA DownsLink Group. This will depend on the nature of the position and the circumstances and 
background of any offences. However, as the nature of the YMCA DownsLink Group’s work brings its employees & volunteers into contact with young people (those under 
18 years old) and/or vulnerable adults, a criminal record or other information which makes an application unacceptable for a position of trust will render the applicant 
unsuitable.

As an organisation using the Disclosure and Barring Service (DBS) Disclosure service to assess applicants’ suitability for positions of trust, this policy complies with the DBS 
Code of Practice.
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Declaration of Criminal Background & Guidelines for Working with Young People and/or Vulnerable Adults
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 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 an interview, please bring with you a completed Declaration of Criminal Background Form which is enclosed in this application pack. 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.

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. The information you provide will remain confidential.

If you are made a conditional offer YMCA DownsLink Group will apply for an Enhanced DBS Disclosure depending on the nature of the job.

The DBS offers organisations 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. 
DBS Disclosures are provided by the Disclosure and Barring Service, an executive agency of the Home Office. Enhanced disclosures 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 DBS process must comply with the Code of Practice, a copy of which is available on request.

If you have any queries, please speak to a member of the HR team.
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