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APPLICATION FORM PART 2 – ADDITIONAL DETAILS CONFIDENTIAL

Name:  _______________________________

Post applied for: _________________________________
Where did you see the post advertised? _____________________________________________________________

	Please complete this form in BLACK INK OR TYPESCRIPT and return by e-mail to e.gosling@housingjustice.org.uk  along with Part 1 Application Form


	POSITIVE ABOUT DISABILITY

	Housing Justice is positive about employing people with disabilities and will make reasonable adjustments to enable full participation in the selection process and in employment with us.  The following questions are designed to enable us to best support applicants with disabilities.


	ADDITIONAL REQUIREMENTS
During our recruitment and selection procedures we endeavour to ensure that all candidates have a fair and equal opportunity to take part and be considered.  To ensure that we can consider making reasonable adjustments where they may be required, please indicate if you need any assistance to attend the interview and take part in the wider recruitment and selection process.   

Do you have any medical condition or disability that you believe we should be aware of:

(a)   In relation to adjustments you may need us to make to enable you to participate in the recruitment process (interviews and tests?) 


Yes (

No ( (if yes, please give details)

(b)   In relation to your employment and for which you may require support, modifications, adjustments, or special equipment to assist you in carrying out the duties of this post? 

Yes (

No ( (if yes, please give details)
Our decisions are based on an individual’s ability to perform within the role in question and as such, medical conditions, disabilities or any other personal information that is irrelevant to the role will be disregarded.  


	ATTENDANCE
Please note that where an offer of employment is made, it is our policy to ask all previous employers for detailed information on the applicant’s previous sickness absence record including dates and reasons.  
Where we find a pattern of frequent absence which is not related to a specific condition/serious illness or a disability, we would normally withdraw the offer of employment.

Where absences have been the result of a disability we will make reasonable adjustments.  




	Are there any dates you would not be able to attend for interview?


	PROBITY

Are you a relative or spouse/partner/co-habitee of a Housing Justice employee or a 
member of Housing Justice’s Board of Management?
Yes ( 
   No (
Do you have any direct or indirect financial or personal interests related to Housing Justice?

 Yes (  
   No (  


Are you a tenant or client of Housing Justice?
Yes (  
   No (  

If you have answered YES to any of the above, please provide details:



	DO YOU REQUIRE A WORK PERMIT?
	Yes (
	No (

	If yes, please provide further details:


	
	


	REHABILITATION OF OFFENDERS ACT 


	In accordance with the spirit of the Rehabilitation of Offenders Act and the relevant Home Office and Disclosure and Barring Service guidance, Housing Justice will not discriminate in its employment decisions against ex-offenders with criminal records if it is judged that the offence has no relevance to the post(s) applied for.  
Disclosure of these convictions and cautions is required, as although the Housing Justice is committed to employing the best candidate for the role, the Housing Justice must ensure that it protects vulnerable people in its care and therefore will need to make an informed decision when recruiting.
· For all Housing Justice posts involving the direct provision or management of services to our clients, spent and unspent convictions and police cautions which meet the following definitions must be disclosed by all applicants on the form below.  

· Convictions that resulted in a custodial sentence (regardless of whether served) 

· Where the individual has more than one conviction all convictions must be disclosed

· Cautions given less than 6 years ago (where individual over 18 at the time of caution) 

· Cautions given less than 2 years ago (where individual under 18 at the time of caution) 

· Convictions given less than 11 years ago (where individual over 18 at the time of conviction) 

· Convictions given less than 5.5 years ago (where individual under 18 at the time of conviction) 

· Cautions or convictions which relate to sexual offending, violent offending and/or safeguarding and appear on the DBS website: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check 



	· For all other posts, only unspent convictions must be declared.

This form will be confidential to the panel members and Human Resources staff, and the contents will be used in accordance with the provisions of the Data Protection Act 1998.

If you are offered a post at Housing Justice that is exempt from the Rehabilitation of Offenders Act 1974, you will be asked to obtain a Disclosure and Barring Service Disclosure, and the job offer and/or any subsequent contract of employment will be subject to Housing Justice being satisfied with the contents of the Disclosure.  Housing Justice complies with the DBS Code of Practice and a copy is available on request.

	Your Name:  



	Do you have any spent or unspent convictions, cautions, reprimands or warnings which meet the disclosure requirements outlined above?       (   Yes

(   No

If you have answer ‘Yes’ please give details including dates and sentences.  Please continue on a separate sheet if necessary.

(If you wish, you can tick ‘Yes’ above and send the details requested below in a Private & Confidential envelope directly to Housing Justice, Unit G-12, The Foundry, 17 Oval Way, Vauxhall, London, SE11 5RR.  (If you do this, indicate below that you have sent details directly to us).

	Conviction (or Caution if relevant)


	Dates
	Details of Sentence

	
	
	DETAILS:

SPENT/UNSPENT (Delete as appropriate)

	
	
	DETAILS:

SPENT/UNSPENT (Delete as appropriate)

	
	
	DETAILS:

SPENT/UNSPENT (Delete as appropriate)

	Are you currently on a Probation Order or in contact with a Probation Officer or other professionals in relation to your conviction?



	It would be helpful if you could give us further details on any conviction(s) recorded above:

Continue on a separate sheet if necessary.


	Data Protection

I understand that any information provided by me on this form and in my application for a role with Housing Justice, will be processed in line with Housing Justice’s Privacy Notice.  I confirm that I have been supplied with a copy of the Privacy Notice and I understand that:

· the personal data that I provide will only be retained while the recruitment process I have applied to take part in is ongoing and that it will be disposed once no longer relevant.

· during this time my data will be stored securely. 

I give my consent for the data I have provided to be processed as required during the recruitment process, in accordance with the Privacy Notice, and understand that I can withdraw this consent at any time by contacting the Data Protection Officer.  I also understand that I can contact the Data Protection Officer, Kathy Mohan, CEO, should I have any questions or concerns about the processing of my data.  Please email: K.Mohan@HousingJustice.org.uk


	Signed/Typed by:


	Date:

	DECLARATION

The details given on this application are correct to my knowledge and belief. 
I understand that my application may be rejected or that I may be dismissed for withholding relevant details or giving false information.  By signing and returning this application form, I consent to the employer using and keeping information about me provided by me or by third parties such as referees relating to my application or future employment.  Such information includes details relating to my health and to any criminal record.



	Signed/Typed by:


	Date:



