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BACKGROUND INFORMATION 
Introduction

The Youth Agency was formed in October 1997 following a merger of local youth projects in the area.  The Agency is a charitable company limited by guarantee and registered in Scotland.
Purpose

The Youth Agency strives to promote, establish, and operate sustainable youth work services for the benefit of young people aged 8-25, within Wester Hailes and the surrounding communities of Broomhouse, Sighthill, Parkhead and Longstone.

Values
Our youth work is informed by a core set of beliefs that include a commitment to equality and diversity, inclusivity and a non-judgemental approach.
Governance

The Agency is managed by a Board of Directors, who are elected from the company membership at annual general meetings.  The Board ensures responsible stewardship of the company business and the strategic development of the organisation as a whole.

Aims

· Relieve poverty and disadvantage.

· Advance learning.

· Further participation and citizenship.

Strategic Objectives

The Agency’s main objectives are divided into two sections: Service Objectives and Organisational Objectives.

Service Objectives

Drop In Provision: 
Improve access to recreational opportunities for all young people and to challenge disadvantage and discrimination.

Detached: 
Promote the participation of excluded young people and create new opportunities to further their individual and collective interests.
Environmental:
Encourage young people to discover, explore and protect the natural environment.

School Work: 
Promote positive attitudes to learning and encourage young people to engage in new and existing learning opportunities. 

Groupwork:
Provide varied and flexible programmes informed by the needs and ideas of young people.

Individual Support:
Ensure young people are assisted to access support most appropriate to their situation.


Organisational Objectives

Funding:  
Build organisational resilience through sustained and diversified funding.
Partnership:  
Develop meaningful partnerships that contribute to the overall aims and objectives of the Youth Agency.

Training:  
Invest in the development of staff, volunteers and Directors.

Marketing:  
Raise the profile of the Youth Agency within the wider community and promote good practice.

Policy:  
Review, revise and implement policy and guidelines that ensure the efficient and effective stewardship of the Youth Agency.

Quality:  
Monitor and evaluate the Agency’s services to ensure a high standard of youth provision.

Board of Directors Role
As a member of the Board of Wester Hailes Youth Agency you are responsible in law, together with other Board members, for the governance, strategy and affairs of the organisation.
You are jointly responsible for making sure that the organisation is administered effectively and can account for its activities and outcomes.
You are expected to attend between 6-10 Board meetings a year to share in discussion and decisions on:
· Our philosophy, aims and values and their application to the daily work of the Company

· Evaluation of performance

· The Company's service commitments and standards 

· Our development plans 

· The Company’s financial viability
· Employment policies and senior appointments

· Operating policies and procedures

· Our public profile 

· Observance of legal and reporting requirements.
Board meetings usually last around three hours and are currently held between 6.00pm and 9.00pm at our offices in Wester Hailes, Edinburgh.

You are expected to prepare for the Board meetings by reading papers circulated in advance. 

In addition to attending Board meetings, as your knowledge and understanding of the operations of the Company grows you may be invited to participate in working groups on particular issues or functions or to liaise with our service teams in particular areas. You should be prepared to devote some time to these activities in addition to attendance at Board meetings.

As a Board member of Wester Hailes Youth Agency you are also a charity trustee and as such you must:

1. Act in the interest of the charity: trustees should put the interests of the charity before their own interests or those of any other person or organisation.

2. Operate in a manner consistent with the charity's purposes: trustees should carry out their duties in accordance with their governing document.

3. Act with due care and diligence: trustees should take such care of their charity's affairs as is reasonable to expect of someone who is managing the affairs of another person.

4. Ensure that the charity complies with the provisions of the Charities and Trustee Investment (Scotland) Act 2005 and other relevant legislation.
Person Specification
The following criteria, highlights the areas of experience, skill and knowledge which is required for the role of Youth Agency Board Member:
· Commitment to the aims and values of Wester Hailes Youth Agency

· Willingness to devote the necessary time and effort

· Strategic vision

· Independent judgment

· Ability to think creatively

· Willingness to speak up and actively contribute to Board meetings

· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship.

· Ability to work effectively as a member of a team

· Willingness to act in accordance with Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership.
The 7 Nolan Principles of Public Life

Selflessness : Holders of public office should take decisions solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends.

Integrity : Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might influence them in the performance of their official duties.

Objectivity : In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit.

Accountability : Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office.

Openness : Holders of public office should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the wider public interest clearly demands.

Honesty : Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest.

Leadership : Holders of public office should promote and support these principles by leadership and example.

[image: image2.jpg]



BOARD OF DIRECTORS APPLICATION FORM

PERSONAL
The following information will be treated in the strictest confidence. Please complete all sections in BLOCK CAPITALS and in black ink.

	Surname:
	
	First Name(s):
	

	Address:
	

	

	


	Private Tel. No.
	


	Are you involved in any activity, which might limit your availability e.g. local government?
	YES/NO

	If YES, please give full details
	


	Have you any convictions (including spent convictions)?
	YES/NO

	If YES, please give full details
	


	Have you worked for/ applied for employment with the Agency before?
	YES/NO

	Are you related to any person employed by the Agency?
	YES/NO

	If YES, please give full details
	


EDUCATION AND QUALIFICATIONS

Please tell us about your educational background, including all relevant job related training. Begin with your most recent course first. (Please use a separate sheet if necessary)
	Date
	Subject/Course
	Qualification
	Name of Institution

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please give details of membership to any technical or professional associations.

	


WORK EXPERIENCE

Please tell us about your work history, including both paid and unpaid work. Begin with your most recent employer first. (Please use a separate sheet if necessary)
	Date
	Employer’s name and address
	Post held and description of main duties

	From
	To
	
	

	
	
	
	

	Full-time
	Part-time
	
	

	
	
	
	


	Date
	Employer’s name and address
	Post held and description of main duties

	From
	To
	
	

	
	
	
	

	Full-time
	Part-time
	
	

	
	
	
	


	Date
	Employer’s name and address
	Post held and description of main duties

	From
	To
	
	

	
	
	
	

	Full-time
	Part-time
	
	

	
	
	
	


	Date
	Employer’s name and address
	Post held and description of main duties

	From
	To
	
	

	
	
	
	

	Full-time
	Part-time
	
	

	
	
	
	


SUPPLEMENTARY INFORMATION

Please tell us why you are interested in becoming a Director and set out below your skills, experience 
and  knowledge.

	


DISCLOSURES

Given the nature of the work of the Youth Agency, I understand that the role of Director is subject to information on my criminal record being disclosed to the Company by Volunteer Scotland Disclosure Services.

DECLARATION

	I declare that the information given in this form is complete and accurate. I understand that any false information or deliberate omissions will disqualify me from becoming a Director of the company.


A Director’s Privacy Notice relating to the data we collect and hold on you during and after the recruitment process is attached to this application.  If you have any questions on this please direct them to the Youth Agency Manager.  Your personal data will be held in accordance with current data protection laws.

	Signature
	Date


REFERENCES

	Please give the names of two people whom we may approach for a reference.

	
	

	Name:
	Name:

	Position:
	Position:

	Address:
	Address:

	
	

	
	

	Tel. No:
	Tel. No:


Please note that application forms may be copied to individuals who are involved in the recruitment process.

Wester Hailes Youth Agency 

Data Protection Privacy Notice (Board Recruitment)

This notice explains what personal data (information) we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. Please ensure that you read this notice (sometimes referred to as a ‘privacy notice’) and any other similar notice we may provide to you from time to time when we collect or process personal information about you.

Who collects the information

Wester Hailes Youth Agency (the ‘Organisation’) is a ‘data controller’ and gathers and uses certain information about you. Where the Organisation is also a ‘data processor’, we will process information received from third parties about you.  

Data protection principles

We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection Policy. 

About the information we collect and hold 

The table set out on the following pages summarises the information we collect and hold up to and including the shortlisting stage of the recruitment process, how and why we do so, how we use it and with whom it may be shared.

The table below also summarises the additional information we collect before making a final decision to recruit, i.e. before making an offer of employment unconditional, how and why we do so, how we use it and with whom it may be shared.

We seek to ensure that our information collection and processing is always proportionate. We will notify you of any changes to information we collect or to the purposes for which we collect and process it.

Where information may be held

Information may be held at our offices and third-party agencies, service providers, representatives and agents.  Information may be transferred internationally including to countries that do not have data protection laws equivalent to those in the UK.  We have security measure in place to seek to ensure that there is appropriate security for information we hold.  

How long we keep your information

We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed.

We will keep recruitment information (including interview notes) for no longer than is reasonable, taking into account the limitation periods for potential claims such as race or sex discrimination (as extended to take account of early conciliation), after which they will be destroyed. If there is a clear business reason for keeping recruitment records for longer than the recruitment period, we may do so but will first consider whether the records can be pseudonymised, and the longer period for which they will be kept.

If your application is successful, we will keep only the recruitment information that is necessary in relation to your Directors role.

Further details on our approach to information retention and destruction are available in our Retention Policy. 

Your rights to correct and access your information and to ask for it to be erased

Please contact the Youth Agency Manager, if (in accordance with applicable law) you would like to correct or request access to information that we hold relating to you or if you have any questions about this notice. You also have the right to ask the organisation for some but not all of the information we hold and process to be erased (the ‘right to be forgotten’) in certain circumstances the organisation will provide you with further information about the right to be forgotten, if you ask for it.

Keeping your personal information secure

We have appropriate security measures in place to prevent personal information from being accidentally lost, used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.

We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.

How to complain

We hope that the organisation can resolve any query or concern you raise about our use of your information. If not, contact the Information Commissioner at https://ico.org.uk/concerns/ or telephone: 0303 123 1113 for further information about your rights and how to make a formal complaint.

Schedule relating to the information we collect and hold
Part A - Up to and including the shortlisting stage

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Your name and contact details (i.e. address, home and mobile phone numbers, email address)
	From you
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest: to progress your application, arrange interviews and inform you of the outcome at all stages
	To enable HR personnel and/or the relevant manager to contact you to progress your application, arrange interviews and inform you of the outcome

To inform the relevant manager or department of your application

	Details of your qualifications, experience, employment history (including job titles and working hours) and interests
	From you, in the completed application form and interview notes (if relevant)
	Legitimate interest: to carry out a fair recruitment process

Legitimate interest: to make an informed decision to shortlist for interview and (if relevant) to recruit
	To make an informed recruitment decision

The person making the shortlisting decision will receive pseudonymised or anonymised details only; if you are invited for interview, the interviewer will receive non-anonymised details

	Your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs
	From you, in a completed anonymised equal opportunity monitoring form
	To comply with our legal obligations and for reasons of equality of opportuning and treatment   
	To comply with our equal opportunities monitoring obligations and to follow our equality and other policies

For further information, see ** below

	Information regarding your criminal record
	From you, in your completed application form
	To comply with our legal obligations

For reasons of substantial public interest preventing or detecting unlawful acts and protecting the public against dishonesty
	To make an informed recruitment decision

To carry out statutory checks

Information shared with Disclosure Scotland and other regulatory authorities as required

For further information, see ** below

	Details of your referees
	From your completed application form
	Legitimate interest: to carry out a fair recruitment process


	To carry out a fair recruitment process

To comply with legal/regulatory obligations

Information shared with relevant managers, HR personnel and the referee


Part B
Before making a final decision to recruit

	The information we collect
	How we collect the information
	Why we collect the information
	How we use and may share the information

	Information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers *
	From your referees (details of whom you will have provided)
	Legitimate interest: to make an informed decision to recruit

To comply with our legal obligations

Legitimate interests: to maintain employment records and to comply with legal, regulatory and corporate governance obligations and good employment practice
	To obtain the relevant reference about you

To comply with legal/regulatory obligations

Information shared with relevant managers and HR personnel

	Information regarding your academic and professional qualifications *
	From you, from your education provider and/or the relevant professional body 
	Legitimate interest: to verify the qualifications information provided by you
	To make an informed recruitment decision

	Information regarding your criminal record, in criminal records certificates (CRCs) and enhanced criminal records certificates (ECRCs)*
	From you and from Disclosure Scotland
	To perform the employment contract

To comply with our legal obligations

Legitimate interest: to verify the criminal records information provided by you

For reasons of substantial public interest preventing or detecting unlawful acts, suspicion of terrorist financing or money laundering in the regulated sector and protecting the public against dishonesty 
	To make an informed recruitment decision

To carry out statutory checks

Information shared with Disclosure Scotland and other regulatory authorities as required

For further information see ** below

	Your nationality and immigration status and information from related documents, such as your passport or other identification and immigration information *
	From you and, where necessary, the Home Office
	To enter into/perform the employment contract

To comply with our legal obligations

Legitimate interest: to maintain employment records
	To carry out right to work checks

Information may be shared with the Home Office

	A copy of your driving licence *
	From you
	To enter into/perform the employment contract

To comply with our legal obligations

To comply with the terms of our insurance 
	To make an informed recruitment decision

To ensure that you have a clean driving licence

Information may be shared with our insurer 


You are required (by law or in order to enter into your contract of employment) to provide the categories of information marked * above to us to enable us to verify your right to work and suitability for the position.

** Further details on how we handle sensitive personal information and information relating to any unspent criminal convictions and offenses are set out in our Data Protection Policy.  
