Connecticut Youth Leadership Forum – 2012
STAFF APPLICATION FORM

All applicants must be out of high school for at least one year prior to applying for a position with YLF

Former YLF delegates who are considering applying for a position must wait two years before applying for a position with YLF

DEADLINE FOR POSTMARK ON MAILED APPLICATION: FEBRUARY 28, 2012
- Applicants must complete ALL information on pages 1 through 6 of this application

- Please type or print with black ink.

- Please attach your current resume and 2 references
-Please fill out and sign the Criminal Convictions Form
POSTION(S) APPLYING FOR (See back page for descriptions of possible available positions. You can apply for more than one position.):
__________________________________________


























 Applicant’s Last Name


First



Middle

______________________________________________________________________________

Mailing Address




City

State
     
Zip Code

(______)________________________



□ YES
□ NO
Home Telephone Number (with area code)



Are you over 18?
______________________________________________________________________________

Email address (please print clearly)
THE YOUTH LEADERSHIP FORUM STAFF ARE ROLE MODELS FOR YOUTH WITH DISABILITIES. WITH THIS, WE PREFER TO HIRE ONLY STAFF WITH DISABILITIES FOR THE FOLLOWING POSITIONS: COUNSELOR AND CO-COUNSELOR. IF YOU ARE APPLYING FOR ONE OF THESE POSITIONS, PLEASE PROVIDE YOUR DISABILITY INFORMATION.

Disability Information:
Please check all that apply:
□ LEARNING DISABILITY


□ ORTHOPEDIC DISABILITY 
□ ADD/ADHD





□ I use a wheelchair



□ MENTAL HEALTH DISABILITY

□ NEUROMUSCULAR DISABILITY
□ BLIND





□ DEAF 

□ VISUAL DISABILITY 



□ HEARING IMPAIRED

□ I read with Braille

 


□ I use sign language
□ I read with large print 



□ I use live captioning



□ I require audio output



□ I use lip reading



□ DEVELOPMENTAL DISABILITY


□ I use an assistive listening device 
□ Autism 



□ I use an FM system
□ Traumatic Brain Injury



□ I use a loop system  

□ Intellectual Disability


□ OTHER DISABILITY
□ Other: ______________________


(describe) 




□ MULTIPLE DISABILITIES:









______________________









______________________


______________________




Youth Leadership Forum Involvement:

Year attended the CT Youth Leadership Forum: 






Youth Leadership Forum Project and completion date (if project was not completed, please explain why):
____________________________________________________________________________________________________________________________________________________________ 
______________________________________________________________________________













Education History:

School



Years attended

Major

Graduation Date

______________________________________________________________________________

______
__________________________________________________________________

____________________________________________________________
____________
Work Experience (Paid or Non-paid):
Jobs Held





Adult Contact

Dates



______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Community Activities:
Activity





Adult Contact

Dates



______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

References:

Please list two references who could describe your demonstrated leadership skills or your leadership potential.  

List the name, position/title and telephone number of your two references. They should be from two different organizations/companies. 
1. ___________________________________________________________________________

      Name







Position/Title

______________________________________________________________________________

   Organization






Telephone Number (with area code)

2. ___________________________________________________________________________

      Name







Position/Title

______________________________________________________________________________

  Organization






Telephone Number (with area code)

Criminal Convictions Form:

All volunteers and employees of the CT Youth Leadership Forum are required to go through a criminal convictions background check. Please fill out the following two pages, which the State of Connecticut Board of Education Services of the Blind and/or Department of Developmental Services will submit to the State of Connecticut Department of Public Safety on behalf of CT Youth Leadership Forum. If you have any questions or concerns about this process, please contact Heidi Forrest at 860-424-4861 or by email at heidi.forrest@ct.gov or Kathleen Kabara at 860-424-5068 or by email at kathleen@ctylp.org. 
STATE OF CONNECTICUT CRIMINAL CONVICTIONS FORM
INSTRUCTIONS TO APPLICANT: All applicants are required to complete this form.  Answers to the following question will be considered for employment purposes if relevant to the position for which you are applying. Per C.G.S. § 46a-80, as amended by, Public Act No. 10-142: 

SECTION 1: APPLICANT INFORMATION
LAST NAME 


FIRST NAME 
MI 
SUFFIX (i.e., Jr., MD, Ph.D.) 
MAILING ADDRESS 

CITY 

STATE 

ZIP CODE 
(Please include P.O. Box # or house number and street and APARTMENT # if any)
SOCIAL SECURITY NUMBER: ________________-________________-_______________
DATE OF BIRTH: 










If name was different, list all name(s) used. Include last name, first name and middle initial for each: 

________________________________________________________________________________________________________________________________________________
SECTION 2: APPLICANT CERTIFICATION 
I certify that the statements made by me on this application form and attachments, if any, are true and complete to the best of my knowledge and are made in good faith. I understand that if I knowingly make any misstatement of fact, I am subject to disqualification and dismissal and to such other penalties as may be prescribed by law or personnel regulations. All statements made on this application, including employment information, are subject to verification as a condition of employment. 

Applicant signature: _________________________________ Date: _______________ 
(Signature is required) 

SECTION 3: CRIMINAL CONVICTIONS 
Have you ever been CONVICTED of an offense against criminal or military law, or are there criminal charges currently pending against you? (Exclude minor traffic violations or any offense settled in juvenile court or under a youth offender law.) 

□ YES


□ NO

If you answered “Yes”, please provide a detailed explanation on the next page about the nature of the conviction, degree of rehabilitation and time since release. Attach an additional sheet of paper if necessary. 

_




























































































































































Special Note: You are not required to disclose the existence of any arrest, criminal charge or conviction, the records of which have been erased pursuant to Connecticut General Statutes § 46b-146, 54-76o, or 54-142a. If your criminal records have been erased pursuant to one of these statutes, you may swear under oath that you have never been arrested. Criminal records that may be erased are records pertaining to a finding of delinquency or that a child was a member of a family with service needs (C.G.S. § 46b-146), an adjudication as a youthful offender (C.G.S. § 54-76o), a criminal charge that has been dismissed or nolled, a criminal charge for which the person has been found not guilty or a conviction for which the person received an absolute pardon (C.G.S. § 54-142a). 
YLF 2010 Dates:

Mandatory Staff Training: July 22, 2012
YLF: July 23, 2012-July 26, 2012
 FORMCHECKBOX 
 I CAN commit to the entire week at the CT Youth Leadership Forum, starting Sunday, July 22, 2012 until Thursday July 26, 2012
 FORMCHECKBOX 
 I HAVE reviewed the job descriptions for the jobs I am applying for, which has changed from the previous years and I understand the duties I will be responsible for if I were chosen for this job.
 FORMCHECKBOX 
 I CAN NOT commit to the entire week at the CT Youth Leadership Forum, starting Sunday, July 22, 2012 until Thursday July 26, 2012. 
Note to All Former Delegates/New Staff: You will be asked to share your team project from when you were a delegate with your team. Please bring photos, information on your team project, and be prepared to share what you have accomplished, what worked, and what didn’t work with your team project.

I have reviewed my job responsibilities on the attached sheet very carefully and I accept these roles and responsibilities. I also agree to be a role model to the delegates and be open about my disability (if applies), how I have advocated for myself and overcome barriers, and how I have grown to become the leader I am today.

Signature








Date
Required: Please attach your current resume to this application
Thank you for completing this application.  Applications must be postmarked no later than FEBRUARY 28, 2012.
If you have any questions, please email Heidi Forrest at huskymsw@gmail.com  or Kathleen Kabara at (860) 424-5068 or kathleen@ctylp.org.
Mailing address for application:
Heidi Forrest





BRS





25 Sigourney St, 11th Floor






Hartford, CT 06106
CT Youth Leadership Program

Forum Job Descriptions
Counselor:

Counselors are responsible for facilitating their groups and being a role model for the delegates. They are responsible for:

1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and counselor’s responsibilities change as well (
2. Set up and communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 

4. Ensuring the group rules are set and followed.
5. Discuss sexual harassment with your group and ensure delegates abide by rules.

6. Being a strong role model and leader for the group. 

7. Share with the group their own disability, barriers they have overcome, and leadership roles they have taken on

8. Lead, teach, discuss, and assist the delegates in understanding the YLF team project, and choosing a doable project based on their interests and what’s feasible, which is to be approved by the Program Facilitators prior to moving forward with developing the project. 

9. Guide the delegates on how to develop the project using the tools provided (interest tests, step by step guide, etc), assist them with organizing the steps needed to complete the project, and encouraging follow through.

10. Ensuring the delegates follow along the program guidebook and activities

11. Facilitate each activity with help of their co-counselor.

12. Ensure that the delegates obtain and use the accommodations requested

13. Ensure each piece of assistive technology, lap top, camera, or technology loaned to the group is returned in its original condition.

14. Oversee each activity and lead discussions on the activities with theme of leadership and the team program project in mind.

15. Ensure that all of the delegates are engaged with the activities at Hemlock. Work with the co-counselor and program assistants on developing plans to encourage the delegates who are left out or withdrawn to get involved and to participate. Oversee how this plan is implemented and intervene if possible.

16. Encourage each delegate to work to his or her potential independently. Oversee the delegates with staff to ensure that they’re encouraging independence, allowing the delegates to grow, and interact with their team and other delegates successfully

17. Oversee their co-counselors and program assistants. Ensure everyone is working together in harmony and assist with any problems that may arise

18. Work with the nurse to ensure all of the delegates are reporting for their medication on time

19. When not leading the group, assist with supervising the game room, dorm, cafeteria, and where the delegates are 

20. Report to program facilitator with the topic, ideas, and updates on their team’s project each evening. Work with program facilitator on developing ideas to help the team project flow to the best of the delegate’s potential so that they can complete it after YLF is finished

21. In case of a fire, make sure you have the list of your delegates you are responsible for and their room numbers memorized

22. Report to program facilitator any problems with the delegates or team
23. Assist with overnight and fire emergencies if needed.
Co-Counselor:

Co-counselors are responsible for assisting the facilitation of the groups with the counselors. They are responsible for:
1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and staff responsibilities change as well (
2. Communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 
4. Ensuring the group rules are set and followed

5. Being a strong role model, good team player and assistant leader for the group

6. Share with the group their own disability, barriers they have overcome, and leadership roles they have taken on

7. Ensure the delegates follow along with the program guidebook and activities

8. Co-facilitate each activity with help of their counselor. Share your own input and encourage the delegates to work together

9. Assist the counselor with overseeing each activity. Share input on each activity with the theme of leadership and the team program project in mind

10. During large group discussions, ensure delegates are participating and alert.

11. Work with counselor and program assistants on ensuring each delegate is participating in all of the activities at Hemlock

12. Wake up the delegates each morning at the agreed upon time

13. Assist program staff with bed checks at 10:15 each evening before retiring for the night. Tape doors upon completion of each bed check

14. In case of a fire, make sure you have the list of your delegates you are responsible for and their room numbers memorized

15. Report any problems to counselor 

16. Assist with overnight and fire emergencies if needed.

Program Assistant:

Program assistants are responsible for assisting the counselors, program facilitator, program staff, and delegates. They are responsible for:

1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and staff responsibilities change as well (
2. Communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 
4. Being strong role models, good team players, and good co-leaders for the delegates

5. Assisting delegates with any accommodations they may need to independently and successfully complete their program activities. Such accommodations may be:

a. Mobility guides

b. Assistance with reading and writing during team activities

c. Assistance with carrying trays and obtaining food in the cafeteria

d. Assistance in the morning and or evenings with making sure the delegates are ready for breakfast and bed on time

e. Assistance with one on one of delegates if needed

f. Assistance with the talent show 

g. Assist the delegates at Hemlock if need one on one or a “push” to do various activities (encourage independence and that the delegates take risks and accept challenges)

6. Assist with any program activities to ensure teams are working to their potential and that delegates are interacting and working together in harmony. Report to counselor and co-counselor if they notice that any of the delegates are withdrawing or not participating and develop a plan to reverse this behavior

7. In case of a fire, make sure you have the list of your delegates you are responsible for and their room numbers memorized

8. Report any problems to their team’s counselor and program facilitator
9. Assist with overnight and fire emergencies if needed.
Overnight Staff:

Overnight staff is responsible for ensuring that things remain calm and go smoothly throughout the night. Their responsibilities are:
1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and staff responsibilities change as well (
2. Communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 
4. Patrolling the hallway a few times at night to ensure all of the delegates remain in their room after hours

5. Assist with any problems the delegates may have after hours. If anything is serious, wake up one of the Program Staff for assistance

6. When not patrolling the hallways, please remain in staff lounge at all times so that the delegates can find you if something comes up after hours

7. When not on overnight duty, please work with program facilitator on various program assistant roles you could take on during the day.
8. Assist with fire emergencies if needed.

Personal Care Assistant (PCAs):
Personal Care Assistants are primarily responsible for the personal care of staff and delegates who need assistance with personal needs. Their responsibilities are:
1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and staff responsibilities change as well (
2. Communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 
4. Administer bedside and personal care, such as ambulation and personal hygiene assistance (showering, brushing teeth, changing clothes, grooming, etc). 

5. Work alongside Program Nurse to maintain any records of client progress, medication, and services performed, while reporting changes in client condition to program facilitator and nurse. 

6. As part of YLF, we encourage all delegates to become independent as possible and to use natural supports where available. PCAs may assist delegates with setting up the natural supports and encourage them to use these supports available.

7. Assist client with activities in the classroom and at Hemlocks. Such activities that may need assistance are: writing, setting up assistive technology, obtaining manual, ambulation, and more.
8. Perform feeding duties, such as obtaining food, preparing foods, assistance with feeding, 
9. Perform light housekeeping duties in dorm for client, such as light room cleaning, unpacking and packing, washing clothes and running errands if necessary. 

10. Perform health care related tasks, such as monitoring vital signs and medication, under the direction of nurse. 

11. Transport delegates to activities on campus. 

American Sign Language Interpreter Assistant:

American Sign Language Interpreter Assistants are responsible for facilitating communication between Deaf and hearing staff and delegates. Their responsibilities also include:

1. Review staff and delegate manuals sent electronically PRIOR to attending staff training on Sunday before YLF begins to ensure they understand the manual, their responsibilities, and come prepared with any questions. The staff manual is updated every year, and staff responsibilities change as well (
2. Communicate with their team, preferably as a group PRIOR to attending staff training either electronically or face to face to develop group dynamics and a working relationship. 

3. Familiarize themselves with the “YLF Snapshots” PRIOR to attending staff training and familiarize themselves with their responsibilities. 
4. Follow Code of Ethics and respect confidentiality.

5. Translate messages simultaneously or consecutively into specified languages, orally or by using hand signs, maintaining message content, context, and style as much as possible.
6. Assist delegates in a group, similar to the roles and responsibilities as a program assistant (see roles above).
1

