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Guidance notes for completion of the application for employment form

THESE NOTES WILL HELP YOU TO FILL IN THE APPLICATION FORM

IT IS IMPORTANT YOU READ THEM CAREFULLY BEFORE YOU BEGIN

Trust Housing Association is an equal opportunities employer and will ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, marital status, disability, race (including colour, nationality, ethnic or national origin), religious belief, political belief, sexual orientation, trade union activity or responsibility for dependents.
The questions on the application form help us select the most suitable candidate for the job and are asked in such a way as to eliminate as far as possible, less favourable treatment on the basis of the information provided.  
After reading these notes, please:
1.
complete all relevant sections of this form;
2.
answer all questions fully;
3.
DO NOT attach a Curriculum Vitae;
4.
Complete only in BLACK INK or WORD PROCESSED/TYPE SCRIPT 

5.
ensure you put the post, your surname, initials and the section the extra page(s) relate to if using the continuation sheet.

If you require assistance in completing this form in any way, wish to clarify any points or questions contained in the form or accompanying guidance notes, or if you are in any doubt whether you should answer a particular question, please do not hesitate to contact Human Resources on 0131 444 1200.

Please note that the Association does not recruit any person aged 65 years or over.

SECTION ONE

PERSONAL DETAILS

This section asks for sufficient information to identify you and allow us to get in touch with you by letter, e-mail or telephone.  Please provide details where these are available to you.
Surname – please write your surname in full and only the initials of your forename(s).   

Because of regulatory requirements placed upon Trust Housing Association and other registered social landlords, we need to know if you are related to anyone who is a current or former employee of Trust Housing Association or anyone who serves or has served on the Association’s Board.  
PROCESSING OF PERSONAL DATA

We ask that you read this statement carefully to ensure that you understand its contents. If you wish to clarify any points relating to the processing of your personal data please contact Human Resources.  
DECLARATION

Please read the declaration before signing the form, and please do so using only your last name and initials.
SECTION TWO

EMPLOYMENT HISTORY

Current or most recent employment: Please give the full name and address of your present employer.  If you are not employed, give the details of the last employer you worked for.  

Use this section to tell us about the main duties and responsibilities of your current or most recent post.   Please include enough detail to give a clear idea of your relevant experience.

Previous employment: Provide details here of all other jobs you have held, starting with your most recent job and working back. Please ensure you account for any breaks in employment in this section. Again, please include enough detail to give a clear idea of your relevant experience.

SECTION THREE

EDUCATION AND TRAINING

This section covers all areas of education and training. Please give details of qualifications and educational/vocational attainments you have gained at school or in further education.  Please also give details of any qualifications or educational/vocational attainments you are working towards.   
Please note that should you be called for interview you may be required to bring proof of qualifications attained.
If you have completed any other training that is relevant to the job you are applying for, give the details.   This can include short courses provided by your employer or previous employer(s), or other training organisations.

In the space provided, please give further information of work or non work-related interests you feel is relevant, including any membership you may have of a professional institution or association or any other organisation. 
SECTION FOUR
STATEMENT OF EXPERIENCE, KNOWLEDGE, SKILLS AND TRAINING
Before completing this section, please read and consider the job summary/job description and any other details about the post for which you are applying .  This will help you decide what is relevant to include in this section.

In the space provided, you are asked to describe the skills, abilities, knowledge and experience you have, which you think are relevant to the post for which you are applying. Include any relevant experience you may have gained outside your employment, for example, in a voluntary capacity. You may also wish to describe any special areas of responsibility you may have had, and your particular achievements. 
Please also state your reasons for applying for the post in this section.

REFERENCES

Please enter all the information required as this will enable the Association to obtain references as quickly as possible.   Referees will only be contacted once a conditional offer of employment has been issued. Referees should be in a position to comment on your suitability for appointment through their knowledge of you in a work-related capacity. At least one of the referees must be your current or most recent employer. Referees must not be a partner, spouse or any other relative. 
HEALTH 
Please complete this section to indicate whether you suffer or have suffered from any health problem(s) that may have an affect on your ability to perform the duties of the post applied for.

DRIVING LICENCE

This should be completed by all applicants, irrespective of the post applied for. Please note, however, that the possession of a driving licence will only be taken into account for posts specifically advertised as requiring a full UK driving licence.  
REHABILITATION OF OFFENDERS ACT 
The Rehabilitation of Offenders Act 1974 enables some 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. The length of the rehabilitation period depends on the sentence given. Custodial sentences of more than 2 ½ years can never become spent.

Because of the nature of the work of Trust Housing Association, a number of posts are exempted from the Rehabilitation of Offenders Act by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 
This means that applicants for certain posts (listed below) are required to declare all convictions, even if they are spent. 
If you are applying for one of the posts listed below, you must complete the Rehabilitation of Offenders section of the application form. If the post for which you are applying is not listed you are not required to complete the Rehabilitation of Offenders section.
Please note that a conviction will not necessarily be a bar to obtaining employment. The circumstances of each case will be considered on its own merits. 

	Certain office based posts require the Rehabilitation of Offenders Act section of the application form to be completed, namely:

· Service Manager, Housing & Support
· Property Officer

· Property Operations Manager

· Housing Operations Manager
· Supporting People Manager

· Rent Officer

· Chief Executive
· All Director posts
· All Head of Services posts
· Services Development Manager
· Care & Supporting People Operations Manager
· Care & Repair Officer

· Housing & Property Officer

· Manager – Isle of Arran Homes

· Housing Equal Opportunities Manager

· Housing Assistant or Rent Assistant


	All development and home based posts require the Rehabilitation of Offenders Act section of the application form to be completed , including the following:

· Co-ordinator and Manager of sheltered, care or supported housing developments
· Supported Housing Worker

· Tenant Support Worker

· Domestic Worker
· Bank/temporary or stand in staff

· Local Representatives

· Housing Visitor
· Senior Care Officer

· Care Officer

· Care Assistant

· Cook/Assistant Cook

· Home Carer

· Cleaners
· Handyperson


OTHER PRE-EMPLOYMENT VETTING

CRIMINAL CONVICTION VETTING 

If you are successful in your application for one of these posts, you will be asked to complete a criminal record enquiry form to enable a check to be carried out through Disclosure Scotland. A satisfactory disclosure enquiry will be required before an appointment to one of the above positions can be confirmed. You will only be asked to do this if you have been recommended for an appointment.  A conviction will not necessarily be a bar to obtaining employment. The cost of the disclosure check will be met by Trust Housing Association. 
If you wish to clarify any matters in relation to criminal conviction vetting please contact Human Resources. 

PREVENTION OF ILLEGAL WORKING UNDER THE ASYLUM AND IMMIGRATION ACT 1996 

Section 8 of the Asylum and Immigration Act 1996 requires all employers in the United Kingdom to make basis document checks on every person they intend to employ. By making these checks, employers can be sure they will not break the law by employing illegal workers. 
If you are the successful candidate, at the conditional offer of appointment stage you will be asked to provide the Association with an original document from one of the documents or combination of documents listed below. Documents will be photocopied and the copies retained on your personal file. Please note there is no need to provide any of the documents at the job application stage.
ONE of the following original documents will be requested if a conditional offer is made:
· A passport showing that the holder is a British citizen, or has a right of abode in the United Kingdom.

· A document showing that the holder is a national of a European Economic Area country or Switzerland. This must be a national passport or national identity card.

· A residence permit issued by the Home Office to a national from a European Economic Area country or Switzerland.

· A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the United Kingdom as the family member of a national from a European Economic Area country or Switzerland who is resident in the United Kingdom.

· A passport or other travel document endorsed to show that the holder can stay indefinitely in the United Kingdom, or has no time limit on their stay.
· A passport or other travel document endorsed to show that the holder can stay in the United Kingdom; and that this endorsement allows the holder to do the type of work offered if they do not have a work permit.

· An application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment. 

Alternatively, if you are be unable to provide one of the above listed documents, you may instead provide a document with a permanent National Insurance Number and name (this could be a P45, P60, National Insurance card, or a letter from a Government agency) ALONG WITH one of the following documents:
· A full birth certificate issued in the United Kingdom, which includes the names of the holder’s parents; OR

· A birth certificate issued in the channel Islands, the Isle of Man or Ireland; OR

· A certificate of registration or naturalisation stating that the holder is a British citizen; OR

· A letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the United Kingdom, or has no time limit on their stay; OR

· An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay indefinitely in the United Kingdom, or has no time limit on their stay; OR

· A letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the United Kingdom, and this allows them to do the type of work offered; OR
· An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and this allows them to do the type of work offered.

Completed application forms should be returned no later than the advertised closing date to: Human Resources, Trust Housing Association Ltd, 12 New Mart Road, Edinburgh, EH14 1RL.
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