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Employment Application Form


Please send all completed application forms to:
Human Resources Department  
458 Bethnal Green Road 
London 
E2 0EA 
Tel: 020 7920 7300
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PRIVATE AND CONFIDENTIAL

	Position applied for:

	How did you hear about this vacancy:


	


	Have you previously applied for any positions/ worked for PRHA? Yes/No
If so what role and when………………………………………………………


	Applicant’s Reference: (To be completed by Human Resources)


	Personal Details

	First Name                                                                                             Title

	Surname

	Address

                                                       Post Code

	Preferred contact number

	Other telephone numbers

	Email contact

	Do you require a work permit to work in the UK?               Yes □    No □


	Position Applied for:

	Job Reference:                             

	Location:


	Current or most recent position

	Job title

	Name and address of employer

Telephone Number

	Date started                                          Date Left

	Notice period required

	Reasons for leaving or wishing to leave




	Interview

	Please give dates or times you would not be able to attend an interview


	Voluntary/Unpaid and Other work

	Please use this space to tell us about other experience/skills which may be relevant to the post applied for


Suitability for the job

Please tell us what makes you suitable for this position and why you would like to join Providence Row Housing Association.  Your application will be judged against the person specification which lists the essential requirements for the post.  Please be specific.  The shortlisting panel needs to know how and why you consider yourself suitable for the job. Give evidence or a concise explanation of how or why you meet the criteria, with examples as appropriate. (Please continue on separate sheets as necessary).

	Please note the point that you are addressing on the  person specification here.


	Example

If you are a secretary tell us what it involved, do not assume the title ‘secretary’ explains everything.

                              



	Education, Qualifications & professional or related Training

	College or Training provider
	Qualification obtained
	Grade obtained

	
	
	


Employment History

Please list all work experience whether paid or voluntary over the last 10 years, explaining any gaps. 

Include name of organisation /company, job title, a brief outline of duties and responsibilities, salary and reason for leaving.

	Date
	Name of Employer & Job Title
	Description of Duties/Responsibilities 
	Salary 
	Reason for leaving

	From
	To
	
	
	
	


	References Details

	Please give at least two references, one of which should be your most recent employer.  

Any offer of employment will be dependant on receipt of satisfactory references.  References will not be taken up prior to an offer of employment, other than with your consent.

	First Reference

(Current or most recent employer)
	Name                                   Position

	
	Organisation/Company

	
	Address

	
	

	
	                                          Post Code

	
	Daytime Telephone Number


	Second Reference


	Name

	
	Organisation/Company

	
	Address

	
	

	
	                                          Post Code

	
	Daytime Telephone Number

	
	In what capacity do you know the second referee?



	*Please note that additional references may be requested for certain positions.


	Offending History


	If you have been convicted / cautioned for a criminal offence, please give details (declaration subject to Rehabilitation of Offenders Act). 

Failure to disclose these details will result in the withdrawal of any offers of employment made.



	Yes / No
	

	Unspent (please give details)
	

	Spent (Please give details)
	


	Declaration 

	I declare that the information I have given above is to the best of my knowledge, true and complete.  Incomplete or incorrect information may result in an offer of employment being withdrawn or dismissal if you have already started employment.

Data collected will be stored both on paper and electronically and would be in compliance with the Data Protection Act 1998.

Signature                                                              Date

……………………………………………..                …………………………………
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Notes on the Recruitment Policies of Providence Row

· Equal Opportunities

There is an equal opportunities statement included with the application pack.  Filling in a monitoring form is not a requirement and does not form part of your application.  However, returning the form does help us to monitor our equal opportunities practices.  Please do not attach it to the application form.

· Accessibility

Please note that all interviews will be held in a mobility accessible building, but let us know in advance if you require other things to ensure an access interview e.g. signer.
· Medical
Successful candidates are offered employment subject to health screening, which is carried out by Camden NHS occupational health services.  The health questionnaire is a compulsory part of the employment contract.
· Offending History
If you have been convicted / cautioned for a criminal offence, please give details (declaration subject to Rehabilitation of Offenders Act). Failure to disclose these details will result in the withdrawal of any offers of employment made.
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Providence Row Housing Association, a Registered Social Landlord, exists to provide affordable rented social housing, support, care, personal development, resettlement and advice services predominantly to single people who are in housing need in East London. 

Providence Row Housing Association aims to be the community-based supported housing association of choice for working with homeless people in the diverse communities of the City and East End of London.   We encourage applications from all sections of the community including people who have experienced homelessness.
The Association accommodates over 450 people and supports a further 250 each year in the City and East End of London.  The Association employs over 130 staff and a number of volunteers regularly work as part of our teams. Its central office is on the Bethnal Green Road, Tower Hamlets. 
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CONFLICT OF INTEREST

Please complete and return this form along with your application form. If you do not submit this form with your application form, it will lead to a delay in processing your application, which may result in the withdrawal of your application. Guidance on this form is included in your application pack’s information sheet and overleaf. If you do have any question please do not hesitate to contact the Human Resources Department.  
	Applicant name:
	

	Post Title:
	

	Post Location:
	


	
	CONFLICT OF INTEREST

	      Please tick appropriate box


	
	Yes


	No

	In the last 12 months, have you been an employee of PRHA/The Kipper Project? 

(This only applies to those who have left PRHA/The Kipper Project in the last 12 months and looking to return the organisation, not current employees)
	
	

	Either now or in the last 12 months, have any of your relatives been an employee of PRHA/The Kipper Project? 


	
	

	Either now or in the last 12 months, have you or any of your relatives been a subcontractor or contractor of PRHA / The Kipper Project? (i.e. contractors, etc)?

	
	

	Either now or in the last 12 months, have you or any of your relatives been a Committee or Board Member of PRHA/The Kipper Project?


	
	

	Do you have any managerial or financial interests in any commercial business which does or may do business with PRHA/The Kipper Project?  
	
	

	Do any of your close relatives currently have managerial or financial interests in any commercial business which does or may do business with PRHA/The Kipper Project?
	
	

	Are you or any of your close relatives a tenant or service user of  PRHA/The Kipper Project??
	
	

	Are you or any of your close relatives a member or employee of any other Housing Association, Voluntary agency or Public Sector body?
	
	

	Are you a Director, Trustee or Board Member of any other organisation?
	
	

	Do you have any other interest to declare?
	
	


	If you answered “yes” to any of these questions, please state:



	The person’s name:
	
	

	Their position:
	
	

	Their Committee/ location name:
	
	

	Your relationship to them:
	
	


I certify that all the information contained in this form is true and correct to the best of my knowledge. I realise that false information or omissions may lead to dismissal without notice.

Signature ..................................................…………………   Date....................…..

	For Office use only


	Date received:
	Pass:             Initials:

	Further action required:




Conflict of Interest form – Guidance notes.

· It is essential you complete and return this form with your application form 
·  If you do not, your application will not be considered. 

· Do not separate the conflict of interest form from the rest of your application
· It is important that you realise that any false or misleading information can result in your dismissal without notice.
· If you are related to a Management Committee member, then you will not be considered for employment, within that relevant location. 
· A relative is defined as a ‘spouse, cohabite, parent, grandparent, child, stepchild, grandchild, brother or sister’.

· PRHA & the Kipper Project are legally obliged to gain the information in the ‘Conflict of Interests’ form to ensure the fair and impartial granting of contracts. 
If you have any questions about completing ‘the ‘Conflict of Interest’ form, or the contents of the form, please contact the Human Resources Department on 020 7920 7300. 
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E Q U A L I T Y  AND  D I V E R S I T Y 
Providence Row Housing Association (PRHA) is determined to challenge direct & indirect discrimination, discrimination by perception or association, harassment or victimisation against anyone on the grounds of race (including colour, nationality, ethnic or national origins), gender including gender reassignment, physical or mental health, disability, social class, age, political or religious belief or non-belief, offending history, marital or civil partnership status, sexual orientation, pregnancy or caring responsibilities. 

This commitment is enshrined in our core values which include Justice & Inclusion and in our business plan objective “To celebrate our diversity & to provide support to the community by sharing our knowledge and expertise through partnerships.”

PRHA will strive to ensure that we eliminate all forms of discrimination & reflect our commitment to equal opportunities and anti-discriminatory practice in all aspects of our work. In particular in: 
· Access to housing, support & services

· Recruitment, employment, remuneration, training & development of staff & Board

· Work with contractors & suppliers.

To achieve our aims, PRHA will:

· Promote and celebrate the diversity of our client groups, staff teams, Management Board and the local community

· Design our services to meet the needs of all our communities

· Constantly monitor and review our systems & procedures to ensure that we are meeting our equality & diversity objectives

· Work in partnership with commissioners & other agencies to develop good practice on equality & diversity, social exclusion & community cohesion issues

· Provide training and guidance to all employees to ensure our commitment to equality and diversity is known, understood and adhered to

· Value our employees, providing them with the skills and training to do their job well and with opportunities to progress and develop

· Give active support to our client groups to enable their involvement in service development and decision-making

· Review this policy with service users, staff, Management Board & stakeholders.

February 2011
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Equality and Diversity Monitoring Form
Diversity of backgrounds and life experience is highly valued at Providence Row. We ask a bit about your background at this stage, solely to help us check that there is no discrimination occurring (however unintentionally) in the way our recruitment and selection process is conducted. Please be assured that any information provided will be held in the strictest confidence: data will be stored both on paper and electronically in full compliance with the Data Protection Act 1998.

When you send in your application, this page is detached by the HR Department, so that the information you give will not be seen by the Interview Panel. All employees will be given equal opportunities within the organisation. The information provided will not affect the outcome of your application.  Please tick the appropriate boxes.

	Cultural Background      

          
White British



□


White Irish



□



White Other



□


Mixed: White/Black Caribbean
□


Mixed: White/Black African

□


Mixed: White/Asian


□


Mixed Other



□


Black British: Caribbean

□


Black British: African


□


Black British: Other


□


Asian British: Indian


□


Asian British: Pakistani


□


Asian British: Bangladeshi

□


Asian British: Other


□


Chinese



□


Other 
Please Specify ……………………
□

   


Rather not State          


□


Faith




Gender

Christian

     
□
Male


□

Muslim


      
□
Female

□
Hindu


      
□
Gender Reassignment
□
Sikh


      
□
Rather not State
□
Buddhist

      
□



Jewish 


      
□

None


      
□

Other Please Specify………… ……. 
□
    
Rather not State
      
□
PRINT NAME....................................................................................
	Sexual Orientation

Heterosexual

□



Bisexual
□             

Gay


□



Lesbian
□
Other 


□ Please Specify …………………
Rather not state
□

Homelessness Background

Have you ever been, or are you currently homeless?


No □


Yes □



Rather not state □

If yes, have you ever


Slept rough □

Used PRHA services □

Stayed in a hostel □
Disability

Applications from disabled people are positively encouraged, and wherever possible interviews will be held in a mobility accessible building. Please let us know in advance if you require any assistance to ensure an access interview e.g. signer.

Do you have a disability?      YES □        NO □     
Please describe your disability
Please describe any access needs, aids or adaptations required for the interview e.g. a signer
Please be assured that any information provided will be held in the strictest confidence and will only be used with your consent.  Please tick the relevant box below to indicate your preference:-

(
I volunteer the above personal data and consent to its use as described above.  

(
I do not consent to any personal data provided being used.

Signed ……………………..…………………………….    
Date..................................   




GUIDANCE NOTES ON COMPLETING YOUR APPLICATION FORM

If you have a disability which makes completing this form difficult please telephone the PRHA’s HR Department on 020 7920 7300 for assistance.

Application Form Checklist

At PRHA, the Application Form plays an essential part in choosing the right person for the job.  It is the key information contained in your application form that will decide whether or not you are short-listed for an interview.  The following will help you complete the form: -

· Think about the job you are applying for and specifically what it involves

· Read through the Application Form so that you know exactly what information is required

· Read through the Job Description, Person Specification and (where provided) the Project Profile so that you know what the job is and the skills and the abilities you require to do the job

· Make a rough list of all your skills and experiences.  Choose those you think are relevant to the job

· No assumption will be made about your skills and experiences so it is essential that you tell us how you meet the criteria – e.g. if you are a secretary tell us what it involved, do not assume the title ‘secretary’ explains everything

· Complete the Application Form, ensuring you cover all of the criteria from the Person Specification in the order listed giving examples for illustrations (including that of equal opportunities)

· Please note that a maximum of two sheets only for the person specification section may be submitted in support of your application

· Check that you have signed the declaration on page 8.

· Make sure you know the closing date and return the form in time.  It is your responsibility to ensure the application arrives before the closing date at the right address.  Faxed or E-mail applications will not be permitted, please do not send information in CV form.

What happens next?

Your completed application form will be used to decide whether or not you are selected for an interview.  If you are shortlisted, you should hear within 28 days of the closing date.   Regrettably, due to the amount of applications we receive and our need, as a charitable organisation, to contain costs we will not write to you if you have not been shortlisted.

Thank you for your interest in working for PRHA.
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 (Continue on separate sheets as necessary)
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