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Please take time to read these notes

We really value the role of volunteers at Mind in Brighton and Hove (MiBH) and this guidance is intended to help you complete the application from for volunteer roles at MiBH. It also explains why we collect equalities monitoring data from you. 

Please remember that we are not able to consider previous applications or personal knowledge of you. This means that if you already work or volunteer for MiBH in another capacity we cannot take account of any previous information we know about you. 

Your application form is therefore very important and the following advice is designed to help you complete particularly if you do not have previous experience of completing a form.
 
Role description
A full role description for the post is enclosed.  As well as setting out the tasks, this provides information on what support Mind will provide you whilst you are a volunteer with us. 

Person specification
Please look at the person specification carefully so that you know what the role involves and the range of expertise required. Think about why you are interested in the role.

Completing the form
· Please complete all sections of the form.
· You may find it helpful to do a rough draft first to avoid mistakes, repetitions etc.
· Ensure the information you give is well organised and relevant.
· The most useful section of the form is that headed ‘Knowledge, skills and experience relevant to volunteering’. This should be used to tell us how you think you meet each of the selection criteria listed in the person specification. Draw particular attention to experience, skills, achievements and knowledge gained in past employment or other activities relevant to the role (including community/voluntary work, work in the home or leisure interests).
· Give examples of the work/activities you have been involved in and write in a positive way (e.g. I was responsible for ... I organised...). Always remember to specify your own experience. 
· It would be useful for the shortlisting panel if you used headings for each criterion listed and demonstrate how you feel you meet each requirement. The most important thing is to tell us - panels will not guess or make assumptions.

Please do not exceed more than 3 (A4) sheets/pages for this section.
CVs cannot be accepted. You must complete the application form in full so that we receive the same type of information from all applicants and so that you directly address the selection criteria.


References
You are asked to provide names and addresses of two referees. One of these should be either your most recent employer/supervisor or a professional. The second should preferably be someone who knows you well either in a personal or work capacity, whether that work is paid/voluntary/education. 
Equal opportunities monitoring
MiBH is committed to equal opportunities in our volunteer recruitment process. In order to find out how well we are doing we need to collect monitoring data as explained below:

Ethnic origin 
We collect this information so we can compare our workforce/volunteer profile to other organisations and the national and local population more meaningfully. If particular groups are underrepresented we can take steps to address this.

Age
This information will help us find out if our organisation includes people across all ages. 

Sexuality and religion
The aim is to check that we are an inclusive organisation. 

Disability 
We have adopted the social model of disability and define a disabled person as anyone who considers themselves disabled and experiences social barriers to entering or participating in employment either paid or unpaid. It is important for you to let us know if you have any individualised needs if you are disabled for the purposes of this recruitment process, for example, in relation to the completion of the application form; for the interview where assessment exercises are included; or in general, for the purposes of attending the interview (e.g. physical access, communication support, personal support). We will contact you if you have identified any reasonable adjustment.

If you tell us you are disabled we will make reasonable adjustments to your volunteering arrangements, wherever possible, such as provision of equipment or support. If you are successful in your application, we will contact you to discuss any reasonable adjustments you identify.

People with lived experience of mental health issues.
MiBH aims to reflect the views of people who have lived experience of mental health issues in all that it does. We need to know that our workforce includes service users and people with direct experience of mental health issues. If you require any adjustments to your volunteer role or require support this can be recorded on the form and your line manager will contact you to discuss this further should you be successful in your application. 

Confidentiality

The information that you give us will be regarded as confidential. It will be held securely in Human Resource records for monitoring and reporting purposes.  All information will be retained in accordance with the General Data Protection Regulation (GDPR).
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