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Guidance notes for applicants 
Thank you for your interest in working for Refuge. Please read these notes carefully before completing your application form. This guidance will assist you in completing the application form and explains Refuge’s recruitment processes.   If you have any questions please contact Refuge’s human resources team on 0207 395 7798.
The application form

The application form is an important part of the selection process. Only the information provided on the application form will be used to assess your suitability for the position. We cannot make assumptions about your achievements and abilities. Completed application forms will be used to help decide your suitability for the post by matching your skills, experience and qualifications against those set out in the person specification. It is important that you read the job description and person specification carefully before completing the application form. Please complete all sections of the application form providing examples of your skills and experiences.  Please make sure that you address all the criteria in the person specification.  You may want to include experience or skills/knowledge acquired outside of the workplace, as well as detailing your past and present employment.  
Completing the application form

It is important that you mark the top of the application form with the title, reference number and location of the

post for which you are applying.  
Gaps in work history
Refuge is committed to the safeguarding of children and vulnerable adults. For safeguarding purposes you are required to inform us about any gaps in your work history.  
Short listing and interviews

Refuge uses a variety of selection methods appropriate to the job to assess whether candidates meet the requirements of the role.  Where assessment exercises are to be used as part of the selection process candidates will be informed of this in advance.
If you are invited to attend an interview and require any adjustments to be made to the interview arrangements, please notify us either by providing details on the Diversity Monitoring Form or contacting the human resources team in advance.  We will do all that we can to accommodate applicants for our roles.
At the interview you will be asked questions relating to the job description and person specification for the role.
All conditional offers of employment are subject to the following pre-employment clearances:
References
The protection of vulnerable adults and child protection are very important to the work that we do.  For this reason it is our policy that at least two references will be taken up for the successful candidate following interview and once a verbal conditional offer of employment is made. References must be from your current employer and previous employer or, if not currently employed, your most recent employer.  Please note that these cannot be colleagues but must be either your manager or supervisor.  If your application is successful we will contact that organisation’s human resources team. Please note that any offer of appointment is subject to the receipt of references that are considered satisfactory to Refuge.   Refuge reserves the right to contact any of your past employers.
Rehabilitation of Offenders Act 1974 and Enhanced Criminal Records Bureau Disclosure (CRB)
Refuge as a matter of good employment practice and to meet the requirements of Sections 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975, requires all applicants who are offered employment in roles that involve access to vulnerable women and children to be subject to a criminal records enhanced disclosure through the Criminal Records Bureau (CRB) before any conditional offer of appointment is confirmed. A criminal records bureau enhanced disclosure is a document containing information held by both the police and government departments. It will be used by Refuge to make recruitment decisions. The disclosure will be provided to Refuge, with the successful applicant’s authorisation, by the Criminal Records Bureau (CRB), an executive branch of the Home Office. The reason for us applying for a disclosure is to ensure that we do not employ people with a conviction or history which would make them unsuitable for the post that they are applying for.  This disclosure will include details of cautions, reprimands and final warnings, as well as convictions, which for other purposes are “spent” under the provisions of the Act.  
An enhanced disclosure will only be applied for in respect of the successful candidate. Refuge is keen for all applicants who have a criminal record to be aware of their rights when applying for posts within our organisation.   Further information will be provided to the candidate with a conditional offer of employment. We would like to stress that having a conviction will not necessarily bar a candidate from obtaining employment with Refuge. Refuge aims to promote equality of opportunity for all with the right mix of talent, skills and potential and welcomes applications from diverse candidates.  Criminal records will be taken into account for employment purposes only.  This will depend on the circumstances and background of any offence. Any information given will be confidential and will be considered only in relation to an application for positions to which the Order applies. Please note that some offences may bar you from positions that involve working with children and vulnerable adults and you may be committing an offence if you apply for these roles.

Refuge adheres to the Code of Practice for disclosures issued by the CRB. This can be found on their website at www.homeoffice.gov.uk/crb Further information can also be obtained by visiting the website or telephoning the Criminal Records Bureau helpline on 0870 90 90 811.   Please contact the human resources team if you require further information. In the event of an offer of employment being withdrawn as a consequence of the result of an enhanced disclosure the recruiting manager and HR representative will be happy to discuss the reasons with you.
Eligibility to work in the UK 
In order to comply with Section 8 of the Asylum and Immigration Act 1996, all employers in the United Kingdom are required to make basic documentation checks on every person they intend to employ. We ask all short listed applicants to provide evidence of the right to work in the UK.  Refuge is required to see satisfactory proof in the form of original documentation before we can confirm any offer of employment. 

Satisfactory medical clearance 
All successful candidates are required to complete a medical questionnaire. If there is doubt as to your

medical fitness for the post Refuge will require you to be assessed by our occupational health provider.  
Evidence of qualifications 
All successful applications will be required to provide evidence of relevant qualifications, training or memberships.  These will be detailed in the person specification and if you are short listed for interview, we will ask you for documentary evidence of this during the interview process.
Refuge’s policies and Code of Conduct

All successful applicants will be required to comply with Refuge’s policies and Code of Conduct.
Data Protection
All personal information that you supply to us as part of your application will be processed in accordance with prevailing UK Data Protection legislation.

Declaration
Before you submit your application, please check that all of the information that you have provided is true, accurate and complete.  If you email your application and if your application is successful, we will ask you to sign the application form before commencing work with us.

Thank you once again for your interest in working for Refuge.  We look forward to receiving your

application.
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