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Volunteer Application form

All Information provided to on this form will be kept private and confidential
Please write clearly in block capitals using black ink

A) Your Details 

	Full Name: 
	

	
Address:
	

	Telephone (daytime):
	

	Telephone (evening):
	

	Email Address:
	

	Date of Birth:
	



B) Skills and/or Qualifications
Please refer to the attached Personal Specification and summarise how you meet the requirements by giving examples of use of these skills in previous employment, volunteering or other activities. 

	


C) Reference
Please give the name and address of one character reference. The reference can be a past or present employer, or someone who has know you for more than three years.

	Name:
	

	
Address:
	

	Telephone Number: 
	

	Relationship to you:
	




D) Criminal Convictions
Please give details of any criminal convictions you have had, excluding any considered “spent” under The Rehabilitation of Offenders Act 1974 (minor motoring offences should be disregarded).
Please note that having a criminal record will not necessarily bar you from volunteering with us.  This will depend upon the circumstances and background of your offences.
	



E)  Disability
If you are registered as disabled, please give details:
	


                                   
F) Emergency Contact Details
In the event of an emergency, we may need to contact your next of kin or other contact. Please therefore give details (note this person should be someone living in the Nottinghamshire area)

	Name:
	

	
Address:
	

	Telephone Number: 
	

	Relationship to you:
	




G) Commitment 
Please indicate (by ticking the box) the level of commitment you are able to apply to this role:
[bookmark: Check1]|_| Able to commit 3 hours per week (core hours)
[bookmark: Check2]|_| Would like to work for festivals, outdoor activities and one off events

H) Where did you hear about us?
[bookmark: Check3]|_| Nottingham Trent University Volunteer Service
[bookmark: Check4]|_| Nottingham University Volunteer Service
[bookmark: Check5]|_| Other (please specify)
	



I) Data Protection and Declaration
The company holds personal information for ordinary business purposes about job applicants, volunteers and employees for the purpose of appointments etc. This information is held either in personnel files or on the company’s computer server.  The Finance Department and Human Resources Department have access to the data for the purpose of management and administration.

You agree by signing this application form, that we may store and process personal information about you for staff administration purposes and any other ordinary business purposes.    
Personal data relating to unsuccessful applicants will be kept for a period of four months so that we may, if appropriate, advise you of future vacancies following which such data will be destroyed/erased.

Declaration
I confirm that the information provided in this application is correct and I understand that misleading statements may be sufficient grounds for termination of this role. I also agree  to the storage of my personal data as detailed above.

	Signed: 
	
	Date:
	






For Office Use Only 

	Date Received
	

	Date of induction
	

	Data added
	

	Log book issued
	


Personal Specification
A New Art exchange Volunteer will demonstrate:

	Essential
	Desirable

	· A polite and friendly nature
· Communication and inter-personal skills 
· The ability to use their own initiative 
· A flexible and adaptable approach to fulfilling the duties of the role
· A courteous, friendly, professional and helpful manner when dealing with members of the public
	· Experience of working within a volunteer scheme 
· An interest in The Arts 
· The ability to think creatively 
· Enthusiasm for proactive customer relationship building
· Experience of working in a customer service environment
· Experience of cash handling. 



Role Description

	Hours (suggested minimum):
	3-4 shifts per month on a regular time slot.

	Role Purpose:

	To fulfil the central needs of The New Art Exchanges’ public as part of our Front of House Team. You will provide an usher/invigilator and floor monitor service for The New Art Exchanges’ two Galleries and Performance Studio Space. Other general Front of House duties may be called upon from time to time, moving and lifting etc.

	Main Duties and Responsibilities:

	· To attend exhibition briefings or read appropriate material given to gain a good knowledge of upcoming exhibitions.
· Be able to retain and impart information relating to other events in other areas of the building i.e. the performance studio and learning room.
· To direct members of the public to galleries and to their seats during performances.  
· To assist disabled patrons to exhibitions and their seats during performances. 
· To assist the House Management team and FOH staff in an evacuation 
· To person our cloakroom during events and performances, if and when necessary.
· To be an integral part of the buildings’ Health and Safety policy implementation
· To supervise the audience during any performances
· To give feedback to the Front of House/Duty Management team to improve the administration and running of the scheme
· To maintain good working relationships with all persons associated with The New Art Exchange and its operations, demonstrating at all times a high standard of professionalism
· To represent the New Art Exchange within and without the building in an informed and articulate manner
· To promote and comply with The New Art Exchange’s policies on equal opportunities, dress code and health and safety, both in the delivery of services and in the treatment of others.
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Equal Opportunities Form 

All Information provided to on this form will be kept private and confidential
This form will be separated from the main application form and will be used for anonymous data monitoring only. 

A) Gender

Are you… (tick one only)
|_|  Male 		|_|  Female		|_|  Prefer not to say

B) Ethnic Origin (categories as recommended by the Equality and Human Rights Commission)

How would you describe your ethnic origin? (please tick one box)

White 			Mixed				Asian/Asian British
[bookmark: Check6]|_| British			|_| White & Black British		|_| Indian
[bookmark: Check7][bookmark: Check8][bookmark: Check9]|_| Irish 			|_| White & Black African	|_| Pakistani
[bookmark: Check10][bookmark: Check11][bookmark: Check12]|_| Other White* 		|_| White & Asian			|_| Bangladeshi
[bookmark: Check13][bookmark: Check14]				|_| Other Mixed*			|_| Other Asian*

Black/Black British	Chinese				Other
[bookmark: Check15][bookmark: Check16][bookmark: Check17]|_| African 			|_| Chinese				|_| Other*
[bookmark: Check18][bookmark: Check19]|_| Caribbean							|_| Prefer not to say
[bookmark: Check20]|_| Other Black*	

*please state ethnic origin if not included in above lists: 

C) Age

[bookmark: Check21][bookmark: Check22][bookmark: Check23][bookmark: Check24]|_| 16-19	|_| 20-29	|_| 30-39	|_| 40-49	
[bookmark: Check25][bookmark: Check26][bookmark: Check27][bookmark: Check28]|_| 50-59	|_| 60-69	|_| 75+	|_|Prefer not to say

D) Disability (defined under the Disability Discrimination Act as ‘a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day to day activities.)

Do you consider yourself to have a disability?
[bookmark: Check29][bookmark: Check30]|_|  Yes	|_|  No
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