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THH – Job Application Guidance Notes

Please read this information before completing the enclosed application form.
These notes are intended to help you complete the application form section by section. The person specification provided with the details of the post, lists the criteria against which each candidate will be assessed. Invitation for interview is based on the information contained in the Application Form - complete it in a well planned and positive way, use words such as I plan, I am responsible for. The candidates short-listed will be the ones who most closely meet the criteria(s) set out on the person specification. We will get back to you within three weeks to inform you of your application status, however, in some cases we may have an overwhelming response where there may be a slight delay.
General Information
i) Please complete the form using type or black ink so that it can be photocopied (if printing the PDF). 

ii) Please check that the form is for the correct post and take note of the closing date, no late applications will be considered. 

iii) Please ensure that you include as much relevant information as possible on the actual application form. Any information provided on CVs will not be considered for long-listing purposes. If little or no information is provided on the application form it will be impossible to assess your suitability and therefore progression to the short-list for interview will be unlikely. 

iv) If you do not have enough space on the printed form at any point you may continue on a separate sheet of paper, however, personal details, e.g. name, should not be included on any supplementary sheets. 

1. Personal Details (pages 1 to 2)
The first section asks for some basic details about yourself. Please provide all the details as requested and sign the form. Please note that if you e-mail the completed form back to us, on appointment you will be asked to sign a copy of the form. 

Please complete your name, address and contact details. Please note that your surname is required first followed by your first name(s).

National Insurance No. The Asylum and Immigration Act of 1996 requires employers to ensure that anyone who is taken on as an employee has the right to work in the UK. The successful candidate will be asked to provide documentary proof of their right to work here. Acceptable documentary evidence is detailed below. The most usual form of proof is a document giving your NI number and name. E.g. a P45, National Insurance card or letter from a Government Agency or previous employer. However, the following are acceptable and proof will be required prior to appointment. 

· A document showing that you can stay indefinitely in the UK, or you have no restrictions preventing you from taking employment. This might be an endorsement in a passport or Home Office letter. 

· A work permit or other approval to take employment from the Department for Education and Employment. 

· A document showing that they are a UK citizen, or have the right of abode in the UK. This may be a passport, an endorsement in a passport, a birth certificate, a registration or naturalisation document or a letter from the Home Office. 

· A document showing you are a national of European Economic Area country. This may be a passport or a national identity card. 

· A document showing that you will be a student in the UK for more than 6 months. 
Please state whether you are applying for a Job-share post. You are also asked whether you are able to take up employment in the UK with no immigration restrictions.

IMPORTANT – Please state the dates you will NOT be available for interview. You will note that our adverts state the dates for interviews. If you are not available on the interview date(s) we will try to re-arrange, however, will not guarantee to do this.

2. Current or most recent employment (page 2)

Please provide details of your present post as requested. You should start by inserting your employer, job title and then continue with name and address of employer, grade etc. Please ensure you give us your current salary. This is followed by details your notice period. If you are available immediately please state this. The next section asks you to state the main duties / responsibilities of the role you were engaged in most recently.
3. Previous employment of work experience (page 3)

You must provide full details of all previous posts you have held, including any periods of unemployment, starting with the most recent first.

4. Health (page 4)

Please state the number of days you have been absent from work and over the number of periods. You can obtain this information from your Human Resources department (if you have one) or your current line manager.
5. Education / Qualifications ……… (page 4)

Please provide full and accurate details about your education and training, paying particular attention to the grade achieved in each examination starting with the most recent first. All qualifications must be supported by relevant certificates, but please do not attach certificates, if appointed, these may be requested at a later date. 

6. Other relevant Qualifications ……… (page 5)

You must provide full details of all qualifications you have obtained, including any unfinished / incomplete courses, All qualifications must be supported by relevant certificates, but please do not attach certificates, if appointed, these may be requested at a later date.
7. Personal Statement (page 6)

Please use this section to explain in detail how you meet all of the requirements of the Person Specification and why you consider yourself suitable for the post. Please continue on separate sheet(s) as necessary and label all sheets with your name, vacancy job title, reference number, page number and total number of additional pages used.
Please remember that only candidates who fulfil the requirements on the Person Specification will be considered for the vacancy. Have you checked that you match these requirements and told us how you match them? 

8. References (pages 7 & 8)

References will be taken in advance of the interview for posts graded PO6 and above. For posts graded PO5 or below, if you do not want us to approach your referees before your interview, please indicate and we will comply with this request but you must note that appointment will be subject to satisfactory references. However, for positions in contact with children and vulnerable adults, THH has the right to seek references from any or all previous employers and line managers prior to interview. 
9. Driving License details (page 8)
Please complete this section as required. If the post you are applying for requires a driving license you will need to bring your license with you at your interview.

10. Declarations (page 9)
Please state whether you know any members of staff / members of Tower Hamlets Homes. This will not go against you; however, if you approach a member of THH board or a senior officer (directly or indirectly) in relation to this vacancy your application form will be disqualified.

11. Criminal convictions (page 9)
Please read the note on the application form carefully before using the tick box.
IMPORTANT INFORMATION:

The Rehabilitation of Offenders Act 1974

This enables criminal convictions to become 'spent' or ignored after a 'rehabilitation period'. A rehabilitation period is a set length of time from the date of conviction. After this period, with certain exceptions, an ex-offender is not normally obliged to mention the conviction when applying for a job or obtaining insurance, or when involved in criminal or civil proceedings. Cautions, reprimands and final warnings are considered 'spent' immediately they are given. Some jobs are exempted from this Act. If this post requires an Enhanced or Standard Disclosure (refer to advert and job description) then you should provide details of All convictions, cautions, reprimands and final warnings. Where the post is subject to an Enhanced Disclosure, other relevant non-conviction information, such as police enquiries and pending prosecutions should also be declared. If this post does not require an Enhanced or Standard Disclosure then details of 'unspent' convictions only are required. Relevant criminal convictions and other associated information will be discussed at the interview to assess job related risk. 

The length of the rehabilitation period depends on the sentence given - not the offence committed. For a custodial sentence, the length of time actually served is irrelevant: the rehabilitation period is decided by the original sentence. Custodial sentences of more than two and a half years can never become spent. 

	Sentence
	Rehabilitation Period

	
	People aged 18 or over when convicted
(People aged under 18 when convicted)

	Prison sentences of 6 months or less
	7 years (3 ½ years)

	Prison sentences of more than 6 months to 2 ½ years
	10 years (5 years)

	Borstal ( abolished in 1983 )
	7 years (7 years)

	Detention centres ( abolished in 1988 )
	3 years (3 years)

	Fines
Community rehabilitation order Compensation
Community punishment order
Community punishment & rehabilitation order
Curfew orders
Drug treatment and testing
	5 years (2 ½ years)

	Absolute discharge
	6 months (6 months)


1) Including suspended sentences, youth custody (abolished in 1988) and detention in a young offender institute. 

2) Even if subsequently imprisoned for fine default. With some sentences the period varies: 

	Sentence
	Rehabilitation Period

	Probation, supervision, care order, conditional discharge or bind over 
	1 year or until the order expires (whichever is longer)

	Attendance centre orders
	1 year after the order expires

	Hospital orders 
(with or without a restriction order)
	5 years or 2 years after the order expires (whichever is longer)


3) For people convicted on or after 3 February 1995 (from which date the rehabilitation period for a probation order was changed under the terms of the Criminal Justice and Public Order Act 1994). 

12. Data Protection Act 1998 (page 10)
Under the Data Protection Act 1998, Tower Hamlets Homes and its recruitment service provider, Tower Hamlets Council, reserves the right to collect, store and process personal data about applicants in so far as it is relevant to your application and the processing of recruitment opportunities and decisions.
13. Statement to be signed by the applicant (page 10)
Please read this section carefully. You will be required to sign the application before you submit. However, in the event of submitting the application form via email, you will be required to sign the application at the interview.
14. THH Employment monitoring forms (pages 11 to 13)
Please complete this section to enable us to monitor our recruitment process. The information you provide will be treated in the strictest confidence and will be used only for statistical monitoring and to inform policy decisions and will not used as part of the interview selection process.

