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Guidelines for completing an undergraduate application 

 
Your application pack contains the following pages:
 
• The application form 
• Assessment of learning needs 
• Supporting statement 
• Declaration of enhanced disclosure status
• Declaration of a criminal record
• Equal opportunities monitoring form
• Declaration
• Notes for referees and reference forms (x2)
 

The application form
 
Section 1: Select programme
 
If you know which degree and mode to which you are applying tick the relevant boxes. If you are uncertain, leave 
these blank. This will be confirmed at a later stage. 
 
Section 2: Personal details
 
Each box is to be completed as fully as possible. 
 
Section 2:  Funding 
 
Please tell us who will be funding you to be on the programme. Give as much information as possible.
 
Section 3 Employment details
 
Tell us if you are currently working within the field of youth work whether in a voluntary or paid capacity 
and your main responsibilities. We also require details of your work history. List everything relevant to your 
application. 
 
Section 4/ 5: Education and training
 
State the courses you have taken, the level and results. You may also include courses undertaken but not 
completed. You are asked to provide copies of your certificates for any qualifications awarded. Originals of 
relevant certificates will be required at interview. 
 
Section 6: Additional learning support.
 
Applicants who are confirmed dyslexic (medical evidence will be needed) may be entitled to extra time and use 
of additional support for the written test.  You should send evidence of your condition to the college as soon 
as possible. Please inform us of any additional learning support you may have as early as possible. Please visit 
our website: http://www.ymca.ac.uk/index.php?pageid=41 for more information about our additional learning 
support.
 
Section 7: Health details. 
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This section must be completed by all applicants. Youth work is a demanding career often undertaken in close 
contact with people at vulnerable stages in their physical and emotional development. It is necessary therefore, 
that candidates who wish to undertake the programme are mentally and physically fit enough to enter the 
profession. This section is also to give us information about your health status to help us decide if you are likely 
to have the need for special provision.  If you are in doubt, please talk to us anyway as we may be able to help you 
decide.
 
Section 8: How do I complete an application?  
 
Read carefully and tick all relevant boxes.
 
Section 9: Assessment of learning needs.
 
As an applicant to a Higher Education programme, we recognise you may have learning needs and require some 
changes in your life to accommodate study. What are these? How will you go about implementing them? 
The Assessment of Learning Needs should be 200-350 words and must be handwritten.
 
Section 10: The supporting statement. 
 
Within this section, we will be looking at what you have said about yourself, your learning and experience and 
compare this to the Selection Criteria outlined in the prospectus. To help you provide the right information, we 
have set out some headings for you to use:
 
Working with people: What abilities do you bring to your work with people? Do you have any particular qualities 
that enable your work to be done effectively?
 
Thinking about self: Are there things about yourself as a worker that you want to change? What are the things 
that please you?
 
Values: In your work with people, are there any values or ideals that are especially important? Why is this so?
 
Organising and managing: What are you like as a manager of your own time, of your work? To what extent are 
you able to handle any demands placed on you by colleagues, friends, and family?
 
The programme: Why are you applying to this programme? Are there any changes you might need to make to 
undertake the programme? 
 
To do yourself justice you will need to write between 150-250 words under each heading.
 
If using continuation sheets please label clearly.
 
Section 11: Declaration of enhanced disclosure status. Please read thoroughly and ensure that you print 
your name, date and sign the section at the bottom of the page.
 
Section 12: Declaration of criminal record. 
 
You are required to declare whether or not you have a criminal record.  Youth and community workers 
are excluded by the Rehabilitation of Offenders Act 1974 from the right not to disclose offences that have 
become ‘spent’ after the specified period. Applicants are therefore required to indicate any convictions, bind-
over orders or cautions. Such material is handled confidentially. The College will make a judgement as to the 
suitability of a candidate taking into consideration only those offences relevant to the application.
 
Having a criminal record does not mean you will be prevented from studying at this college.
 
Please answer as fully as possible. Failure to disclose all known offences or future investigations (if known) 
may result in your withdrawal from the programme. 
 
Section 13: Equal opportunities monitoring.
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The College is striving to become an equal opportunities institution and has policies and practices in place to 
support this. It would help us in the implementation of policy if you complete the equal opportunities monitoring 
form.  This document will only be used for the purpose of generating statistics for internal and external use and is 
removed from the application form before an assessment and interview takes place.
 
Section 14: Declaration. When you have completed the application form, you must sign and date it to declare 
that it is all of your own work. Your application may be delayed if you do not do this. Please retain a copy of all 
documentation sent to us for your own record.
 
Section 15: Notes for Referees 
 
The undergraduate programmes offered by YMCA George Williams College are for people with experience 
of working with others in a youth and/or community setting who wish to develop as reflective professional 
practitioners. They are endorsed by the Joint Negotiating Committee (JNC) through the National Youth Agency 
and CLD Standards Council for Scotland and validated by Canterbury Christ Church University.  
 
The College offers two routes to professional qualification. The first is through full-time study based at the 
College, the second is by distance learning. The programme duration is three years full-time and four years by 
distance learning. External candidates who have achieved Dip HE / Foundation Degree level qualifications or 
professional qualifications in Social Work, Playwork, or teachers with Qualified Teacher Status can enter at level 
6 of the BA (Hons). 
 
 
Completing the reference
 
Your referee should provide their details should we need to contact them. Also, they should indicate if they are 
your line manager.
They should comment on: 
 
• your relationship and ability to work with people such as those younger or older, those from the 
             same and different cultures; those in authority; those for whom you hold some managerial  
             responsibility
• your understanding of ideas, ability to think and reflect
• your adaptability to new experiences, reactions to stress
• your communication, both verbal and written
• your motivation for study
• your personal attitudes: ability to recognise own feelings and those of others, reaction to attitudes
             and behaviour from others, attitude towards self.
 
In addition, they may comment on any other aspect they feel is relevant. 
 
References
 
Both references are to be completed as fully as possible using the guidelines and headings provided. Failure to do 
so may delay the application as we ask referees to comply fully with this expectation.
 
Website 
 
We invite you to visit our websites to find information about our programmes and college life – www.ymca.ac.uk 
and www.ymoodle.org 
 
 

 

http://www.ymca.ac.uk
http://www.ymoodle.org

