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Step Forward 
234 Bethnal Green Road
London 
E2 0AA

Tel. 020 7739 3082
www.step-forward.org


19th December 2024


Dear Applicant

Please find enclosed your application pack for the position of Volunteer Counsellor at Step Forward.  We hope that you find the information and application process straight forward.  Please read through all information before completing the application form. 

We are offering placements for up to five volunteer counsellors. We work with a very diverse client group and therefore search for Counsellors with diverse experience they can incorporate into their practices. At least one volunteer whom we aim to recruit will need to have experience of the Lesbian, Gay, Bisexual and Trans communities as well as general issues – so if you have this experience please let us know. We are also particularly interested in volunteers with experience working with a variety of presenting issues including anxiety and depression; loss and bereavement; relationship or family issues; cultural issues; sexual abuse; trauma; eating disorders, identity issues; sexuality and gender; difficulties in education; and low self-confidence or self-esteem. Please ensure you illustrate any of your experience and expertise in these areas in your  application
At present we are providing a blended approach of face-to-face and remote support via online video calls/telephone. Please outline any experience you have in providing support to young people using different mediums in your application. 
We hope that volunteer counsellors will also be able to play an active role within our multi-disciplinary team, so are particularly interested in people who have additional skills and are willing to commit to helping the organisation by undertaking non-counselling tasks.
The post holder will need to embrace and uphold our organisational ethos and values to ensure we are: Inclusive, Warm, Empowering, Inspirational and Innovative.

Please find the following documents enclosed:

1. Role Description and Role Specification 

2. Application Form

3. Equal Opportunities Monitoring Form

4. Rehabilitation Of Offenders Form

If you decide to apply, please pay special attention to the Role Specification when completing your Supporting Statement. You should address each point individually and be aware that this is the principal section of the application form upon which short listing will be based. We want to hear about your skills, knowledge and work and life experience that you can bring to this position.
The closing date for completed applications is Friday 31st Januarl 2025. We aim to contact all shortlisted applicants within a month of our closing dates with an offer of an interview with us. 
Please note, dependant on the volume of suitable applications we reserve the right to change the closing date of this advertisement. We advise you to submit your applications, which outline how you meet the role specification, at your earliest opportunity.
Good luck in your application.
Please mark any correspondence Private and Confidential and return it to Lee Robinson, Operations Manager, at Step Forward. Or via email to Lee@step-forward.org
We look forward to receiving your application.

Warm regards,

Noore Nazneen



Lee Robinson
noore@step-forward.org


Lee@step-forward.org 
Counselling - Senior Practitioner

Operations Manager
Role Description
Role title:


Volunteer Counsellor
Responsible to:

Senior Counsellor & Operations Manager
1. Introduction
1.1 The Volunteer Counsellor will have completed the first year of a Diploma in Counselling, or other appropriate counselling course, or have undertaken and completed training to a level where they possess an effective counselling skills base. 

As a Volunteer we will encourage you to take an active role in our multidisciplinary approach by becoming involved with our other in-house services as well as have individual clients so that you will be able to understand more fully how we work and feel part of the team here. Please note that you will need to be able to commit a minimum of 4 hours per week at Step Forward. These hours do not include the time spent in supervision, volunteers’ meetings or other commitments which are also part of this role. 

We encourage volunteers to commit to a placement for one year in order to gain the appropriate experience and expertise needed and in order to provide longer term support to clients when needed. Until volunteers complete an induction you will not be able to see clients on a one-to-one basis.
After you have completed your induction, you will begin to see clients 1-2-1. The Senior Counselling Practitioner will conduct a review with you periodically in order to determine your clinical experience and competency. This will help determine which young people will be suitable to be allocated to you and the numbers of clients you will hold.
2. Role
2.1   
To offer individual counselling to clients allocated by the core counselling team.    

2.2 
To play an active role within the multi-disciplinary team by undertaken non-counselling tasks as and when required.
2.3
To be able to offer services remotely via telephone and online video calls, as well as more face-to-face services to those young people who need this, when appropriate to do so and depending on national and local guidance policy and guidance.
3. Clinical Tasks
3.1 To provide counselling to young people on an individual basis.

3.2 To maintain a minimum workload of four clients.

3.3
To keep up to date records of clients seen, following Step Forward procedures in accordance with the Data Protection Act.

3.4 To provide statistical and monitoring data and information on client load for reporting purposes as and when required.

Role Description Continued
4. Professional
4.1
To attend and make use of supervision every fortnight as provided by Step Forward. If the Volunteer Counsellor wishes to have their own additional external supervision, they are able to do so. 

4.2
To understand, support and work within Step Forward's policies.

4.3
To adhere to the Volunteer Counsellor Agreement and guidelines.

4.4
To attend volunteer meetings and training where appropriate.

4.5
If the Volunteer plans to take leave they must inform and get agreement from the  Senior Counsellor and/or Operations Manager
5. Management Responsibility
5.1
The overall management responsibility lies with the Board of Trustees through the Chief Executive Officer.

5.2     The Operations Manager has overall day to day management responsibility for all paid 

         and unpaid staff.

5.3 Volunteers are responsible to and report to the Senior Counsellor and Operations Manager.

Role Specification
Role title:


Volunteer Counsellor
Responsible to:

Senior Counsellor and Operations Manager
Volunteers must:

1. Have completed first year of Diploma or Degree in Counselling or Psychotherapy, or have completed a counselling course to Diploma level.

2. Be prepared to work within Step Forward's policies, in particular, Volunteers, Equal Opportunities, Data Protection and Confidentiality policies.

3. Be able to demonstrate a capacity to empathise with young people in distress.

4. Possess a sound counselling skills base.

5. Be able to use supervision to openly discuss practice issues.

6. Be able to demonstrate an understanding of the issues facing young people aged 11-25, including the mental health problems they may experience
7. Have a commitment to working with young people from different cultural backgrounds.

8. Have an understanding of the power issues inherent in counselling relationships.

9. Be receptive to what young people say.

10. Have an awareness of how the effects of trauma and emotional difficulties impacts on the lives of young people.
11. Have a knowledge of development in young people 

12. Have a commitment to Equal Opportunities and be able to address these issues in all aspects of counselling.

13. Be willing to undertake training as and where relevant and available.
14. Be willing to play an active role within Step Forward’s multi-disciplinary team by undertaking non-counselling tasks as and when required.
Application form 

The information collected in this form will be used by Step Forward to carry out its organisational responsibilities and/or procedures in relation to recruitment. Step Forward abides by the Data Protection Act 2018. 

	Confidential application form


PLEASE COMPLETE IN BLACK INK
	Position applied for:
	     


	Name:
	     

	Address:
	     

	Day time telephone:
	     

	Evening telephone:
	     

	Email Address:
	     


Current or most recent employment

	Name:
	     

	Address:
	     

	Telephone:
	     

	Role title:
	     

	Salary:
	     

	Dates of employment:
	From          To      

	Duties & Responsibilities:
	     

	Reason for leaving:
	     

	Notice period:
	     


Previous employment
	Name:
	     

	Address:
	     

	Telephone:
	     

	Role title:
	     

	Salary:
	     

	Dates of employment
	From          To      

	Duties & Responsibilities:
	     

	Reason for leaving:
	     

	Notice period:
	     


Previous employment continued
	Dates
	Employer
	Positions /Duties

	From          To      
	     
	     

	Reason for leaving:
	     


	Dates
	Employer
	Positions /Duties

	From          To      
	     
	     

	Reason for leaving:
	     


	Dates
	Employer
	Positions /Duties

	From          To      
	     
	     

	Reason for leaving:
	     


Education, training & qualifications
Please use this space to list any education, training or qualifications you have which are relevant to this post.  Please list dates, where obtained and to what level. You may type this section if you prefer.

	     


Please continue on a separate sheet if necessary.

Supporting statement

In consultation with the role specification, please give details of the skills, knowledge and experience that you can bring to this position.  You should address each point individually and be aware that this is the principal item upon which short listing will be based. You may type this section if you prefer.
	     


Please continue on a separate sheet if necessary.

Referees

Please give the details of two referees (who should not be related to you) who can provide us with information on your experience.  These should be your present or most recent employer if previously employed and should cover your most recent three years of employment and or study. If you require more than two referees to cover this three year period, please use a continuation sheet. 
 I agree that reference checks can be requested from the referees given in this form, or any that I later provide to the organisation (Please tick if you agree). Reference checks can include:

· Confirmation, details and dates of employment/volunteering

· Opinion on suitability to fulfil requirements of this role

· Work performance ratings

· Details of any outstanding disciplinary, grievances or management actions against you

· Sick leave taken

SIGNED: ________________________________
NAME: __________________________________

DATE:     ________________________________
	Referee 1

	Name:
	     

	Position:
	     

	Relationship to you:
	     

	Address:
	     

	Telephone:
	     

	Email address:
	     


	Referee 2

	Name:
	     

	Position:
	     

	Relationship to you:
	     

	Address:
	     

	Telephone:
	     

	Email address:
	     


	Do you object to our taking up these references prior to interview?       

	Referee 1:
	 Yes     No
	Referee 2:
	 Yes     No


Medical details

	Do you suffer from any condition, which may affect your attendance or capacity as a  volunteer?

 Yes     No

	If yes, please give details:
	     

	Please give the total number of days sickness, and the  number of sickness periods, in the last year:

     

	Please specify reasons if more than 10 days:  
	     


· I consent to the collection, processing and storage of the personal health data collected in this form (Please tick to indicate your consent)
SIGNED: 
NAME:  _     
DATE:     
Please note: In the event you are not offered this post, this information will be destroyed.

Self Declaration and Disclosure Form
Step Forward (Tower Hamlets)

Rehabilitation of Offenders Act 1974

Due to the nature of the work for which you are applying i.e. involving contact with young people under the age of 18 years, it is provided by the Rehabilitation of Offenders Act 1974 (exceptions order 1975 paragraph 3) that none of the provisions of section 4(2) of the 1974 Act apply in relation to the question to assess the suitability of such persons for employment. 

Applicants are not therefore entitled to withhold information about convictions which for other purposes are "spent" under the provision of the Act. Failure to disclose any such conviction could result in termination of any agreement of contract and could lead to disciplinary action by the Board of Trustees, in the event of employment. Any information provided will be treated as completely confidential and will be considered only in relation to an application for the positions to which the order applies. A criminal conviction would not automatically disqualify you from involvement in Step Forward as this would be dependent upon the nature of the conviction. Step Forward will require a satisfactory DBS check before confirming your appointment.
Have you ever been known to any children’s services department or to the police as being a risk or potential risk to children or young adults?

 No
 Yes    
If your answer is YES please give details.

     
Have you been the subject of any disciplinary investigation and/or sanction by any organisation due to concerns about your behaviour which may have bearing on your suitability for this position? 

 No
 Yes    
If your answer is YES please give details.

     
Declarations and Consent

(Please tick to indicate your agreement with the following statements)

 I declare that all information given above/previously is to the best of my knowledge complete and correct and understand that if any relevant information is subsequently found to be misleading or inaccurate, this could cause sufficient grounds for withdrawing any offer made or agreements entered into

·  I consent to the collection, processing and storage of the personal data collected in this form 

SIGNED:      
________________________________

NAME:        
_________________________________

DATE:         
 ________________________________

NB: Candidates will be working with vulnerable young people and an enhanced police check will be carried out for the successful applicant before employment commences.

In the event you were not offered this post, this information will be destroyed.

Equal Opportunities Monitoring Form
To assist Step Forward in monitoring the effectiveness of its Equal Opportunities Policy, you are requested to complete this form.  This monitoring information will be used for statistical purposes only and will not influence the short-listing and interview process. If you do not wish to complete this form, your application will not be affected.
	What position are you applying for?
	     

	How did you hear about this position?
	     

	Have you ever worked for Step Forward in either a paid or voluntary capacity before?  
	 Yes     No

	What is your Date of Birth?
	     

	Today’s Date
	     

	How would you describe your ethnicity?
	     

	How would you describe your sexuality?
	     

	How would you describe your gender?
	     

	How would you describe you religious beliefs?
	     

	Do you consider yourself to have a disability?
	 Yes     No

	If yes, please specify nature of disability:
	     

	Do you require a work permit?

	 Yes     No

	If yes, do you have a work permit?
	 Yes     No     Expiry date:      

	Do you have any other paid employment or directorship apart from your current Role?
	 Yes     No

	If yes please specify the nature of this work:
	     


Volunteer Availability Form
	Name:
	     

	Position:
	     

	Date:
	     


Please indicate the time below that you will be available for volunteering at Step Forward.

	Day
	Times Available

	Monday
	     

	Tuesday
	     

	Wednesday
	     

	Thursday
	     

	Friday
	     

	Saturday
	     


All Counselling Volunteers at Step Forward will need to commit to the following:

· Seeing up to four clients (4 hours) a week.
· A fortnightly supervision session.
· 6-weekly volunteer meetings.
Volunteers generally see all their clients in one day. You can however, if spaces are available, split your clients over two days.

Completing this form will help us match potential volunteers to available placement times at Step Forward.

�








Step Forward (Tower Hamlets) is a Registered Charity no: 802597 and a Company Limited by Guarantee No 2331231

