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Application process
[bookmark: _Toc314566642]Timeline
The deadline for the submission of completed applications is noon on Friday 17 February 2012. 
Shortlisted candidates will be invited to interview on Monday 20 February. 
Interviews will take place on Saturday 25 February in London. Travel expenses for candidates outside Greater London will be paid.
If second interviews are needed, these will take place by teleconference on the evening of Tuesday 28 February.
The successful candidate will be expected to attend the board meeting in London on Saturday 3 March.
[bookmark: _Toc314566643]Disabled applicants 
If you are disabled and require an adjustment to enable you to apply, or to take part in the interviews, please let us know. Contact Tim Sigsworth (Chief Executive) by phone or email to :
· 0207 831 6562
· tim@akt.org.uk
[bookmark: _Toc314566644]How to apply
Please complete the four forms on the following pages and and return by email to tim@akt.org.uk or by post to Tim Sigsworth, Chief Executive, The Albert Kennedy Trust, Unit 203 Hatton Square Business Centre,  16-16a Baldwins Gardens, London, EC1N 7RJ.
· Contact details form
· Application form 
· Self-certification form. This relates to your eligibility to hold the position of a charity trustee. 
· Equalities monitoring form to enable us to monitor the effectiveness of our recruitment, check that our selection is carried out fairly, and identify barriers at any stage. Your answers will be treated in confidence and used for statistical monitoring only. Your completed form will not be seen by those responsible for shortlisting and will not form part of the selection process.
[bookmark: _Toc314553937][bookmark: _Toc314566645]
Future dates
You may wish to note our future board meeting dates:
· Saturday 21 April– teambuilding away day for board and chief executive –location TBA
· Saturday 9 June – Manchester
· Saturday 8 September – London
· Saturday 1 – Sunday 2 December – Manchester 
[bookmark: _Toc314566646]Data Protection Act 1998
The information that you provide in your application will be used in the selection process (except for the equalities monitoring data). All information about you will be securely held, with access restricted only to those involved in dealing with your application. 
Unless you are invited to become AKT Chair, your data will be kept for 12 months and then destroyed. 
By submitting your application, you are giving your consent to your data being stored and processed for the purposes of the selection process.
[bookmark: _Toc314566647]
Contact details
Please enter your contact details below. 
These will be separated from your application prior to shortlisting.

	Name

	

	Phone
(The phone number on which we can contact you regarding your application)
	

	Email

	

	Address

	



How would you like us to contact you on 20 February if you are shortlisted and invited to interview?
[bookmark: Check1]Phone		|_|
Email		|_|
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Application form 
Please complete each section below, giving evidence with specific examples for each of the main headings in the person specification. The bullet points are there to guide you.
Consider how your evidence is relevant to what you know of AKT from the information pack, and from your own understanding of the challenges and opportunities in the role of Chair.
As a guideline, we suggest approximately 200-300 words per section. 
	Organisation development
· Alert and responsive to the need for change, the Chair will encourage new initiatives and the implementation of policies and structures that facilitate change. 
· Able to develop and maintain the highest standards of governance for sustaining a viable and successful organisation.
· Adept at imagining future direction and characteristics that can lead to successful organisational opportunities.
· Can analyse an organisation’s strengths and weaknesses and the likely impact of the Board’s decisions on them.
· Understands the role of equality, diversity and inclusion in creating an effective organisation.

	









	Decision –making
· Able to shape and influence the effectiveness of the Board’s decision-making capacity.
· Ensures the Board takes decisions by weighing evidence, reasonable assumptions, ethical and factual information.
· Probes facts and assumptions, identifies proposals and offers counter arguments to create penetrating discussion.
· Insists on sufficient and reliable information. Checks against a suitable variety of sources. Assimilates numerical and statistical data to make sensible, sound interpretations.
· Listens dispassionately, intently and carefully, questioning when necessary to ensure understanding. 

	








	Communication skills
· Strong leadership qualities; able to encourage full engagement of the Board, maximising the whole team’s potential. 
· Maintains open lines of communication with Board and CEX.
· Can guide others towards accomplishment of tasks. Fosters co-operation and effective team work.
· Has the flexibility to adopt an appropriate interpersonal style with others, and takes their views into account.

	









	Personal presence and leadership
· Makes a strong, positive impression at meetings. 
· Has authority and credibility, establishes rapport quickly with stakeholders ranging from young people to government ministers. 
· Strives to be a visible figurehead for the organisation.
· Inspires others to achieve goals by ensuring a clear understanding of what needs to be achieved, showing commitment, enthusiasm, encouragement and support.

	








	Self-awareness, self-management and self-development
· Is frank and open, willing to admit errors and shortcomings. 
· Aware of own potential and limitations and is able to delegate accordingly.
· Maintains composure and positivity in face of adversity or opposition.
· Seeks and acquires new knowledge and skills to maintain position and act as role model.
· Capable of standing back whilst overseeing the organisation and being responsive to demands and obligations.

	








	Knowledge and experience – please highlight your relevant knowledge and experience, plus any relevant qualifications (as suggested in the person specification)

	











If you are not successful in your application for the position of Chair, do you wish to be informed when vacancies arise for the role of trustee?
[bookmark: Check2][bookmark: Check3]YES please |_|		NO thanks|_|
[bookmark: _Toc314566648]Referees 
Please supply contact details for two referees who can vouch for your suitability for the position.
We will only take up references if you are offered the position of Chair, to confirm the information you have supplied.
	
	Referee 1
	Referee 2

	Name, role, organisation
	
	

	How they know you
	
	

	Email
	
	

	Phone number
	
	


[bookmark: _Toc314553936][bookmark: _Toc314566649]Declaration
By submitting your application, you are declaring that the information that you have provided is correct. Providing deliberately false information or withholding relevant details will disqualify you from becoming a trustee. Canvassing of support from AKT staff or trustees will also disqualify your application from being considered.
[bookmark: _Toc314553939][bookmark: _Toc314566650][bookmark: _Toc314553938]
Eligibility Certificate
I, [name] ……………………………………………………………… am applying to be considered for selection as Chair of AKT and certify that I am eligible to be a charity trustee, being aged over 18, of sound mind and not disqualified by law.

Note: the [Charities Act 1993] disqualifies anyone who:
· Has unspent convictions for offences involving deception or dishonesty
· Is an undischarged bankrupt
· Has at any time been removed as a trustee of a charity by the Charity Commission or a court because of misconduct
· Is disqualified from being a company director under the Company Directors Disqualification Act 1986
· Has failed to make payments under a County Court administration order
· Has failed to make compositions (come to an arrangement) with his or her creditors and has not been discharged.



………………………………..
[Signed]


………………………………..
[Name]

………………………………..
[Date]
[bookmark: _Toc314566651]

Equalities monitoring form
[bookmark: _Toc314566652]AKT’s Equality statement
AKT is committed to providing equality of opportunity in all its activities, and will ensure that all volunteers, paid staff and service users are not disadvantaged on any of the following grounds:
1. Race, colour, culture, ethnic or national origin.
1. Gender
1. Sexuality
1. Gender re-assignment
1. Maternity
1. Marital status, partnership status, or responsibility for children / dependants
1. Disability
1. Age
1. Religious or philosophical beliefs
1. HIV status
1. Physical appearance
1. Class 
AKT intends to be an excellent equal opportunities employer and seeks to be known as such.  AKT ensures that all volunteers and staff are recruited on the basis of actual and potential ability and personal skills. Exceptions to this policy are those permitted by law.
AKT will endeavour to advertise any volunteering or employment post to as wide an audience as is practicable.  All posts for recruitment of volunteers and staff will have a job description, person specification or role profile.  The person specification will include skills, experience and ability required to perform the role and will not contain any unnecessary requirements.
Monitoring and evaluation are integral to the effective implementation of any policy.  AKT is committed to developing procedures for monitoring and evaluating the implementation of equal opportunities within all aspects of our work. AKT will strive to monitor the effectiveness of the policy and will review its practice, development and promotion periodically.  If any person who is affected by the policy wishes to raise any suggestions in relation to it, they should contact their line manager or the Chief Executive. Any necessary changes will be implemented if appropriate. 

EQUAL OPPORTUNITIES MONITORING FORM
The information collected in this form helps the Albert Kennedy Trust to assess and improve its services and practises in relation to young people, carers, mentors, volunteers and staff.  If you do not wish to answer a question, please write "do not wish to state"; doing this will not affect your application.
ETHNIC ORIGIN
How would you describe your ethnic origin? 

………………………………………………………………………………………………
GENDER
How would you describe your gender?

…………………………………
GENDER IDENTITY
Do you have a gender identity that’s different from the identity you were assigned at birth?

Yes ……		No……
DATE OF BIRTH
Please tell us your date of birth

………………………………….
SEXUAL IDENTITY
How would you describe your sexual identity?

………………………………….


DISABILITY
Would you consider yourself disabled?

Yes ……		No……

FAITH AND BELIEF
How would you describe your faith identity or your beliefs?

....................................

OTHER INFORMATION
Please tell us the title of the post that you are applying for:

…………………………………………………………………………………………….


Thank you for completing this form
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