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	1.
	Introduction

	
	The aim of this booklet is to give you information about Chislehurst & Sidcup Housing Association (CSHA) and the selection process we shall be using.  This will enable you to decide whether you want to take the application further.  If you decide to apply, there are also guidance notes on how to complete the application form and/or the type of information we are looking for.

	
	

	
	In addition to this booklet, your application pack should contain:

	
	-
	Application form

	
	-
	Equality & Diversity monitoring form

	
	-
	Job description and person specification

	
	-
	Associated job competencies, where relevant.

	
	

	2.
	Chislehurst & Sidcup Housing Association (CSHA)

	
	Chislehurst & Sidcup Housing Association (CSHA) is a Registered Provider registered under the Cooperative and Community Benefits Act 2014 with charitable status. In 1989 Chislehurst merged with Sidcup Housing Association. The Association has a subsidiary called Ursula Lodges Trust which in itself is a charity and enjoys charitable status.  CSHA has provided housing and support mainly to the elderly for the last 40 years.

	
	

	
	Its major area of activity is Bexley, Bromley and Lewisham, managing a total of 192 units of Sheltered accommodation excluding the general needs units.  The Association also provides purpose adapted accommodation for disabled residents which has no restrictions on age.

	
	

	
	CSHA is run by a voluntary Board consisting of 11 members as at January 2019. 

	
	

	
	2.1
	Our Mission

	
	
	CSHA’s mission is to ‘provide cost effective, efficient and caring services that meet needs in new and existing areas of operation and enable people who require housing with support to live as normal a life as possible in the community

	
	

	
	2.2
	Our Key Strategic Objectives

	
	
	· Service Delivery

	
	
	
	We will continue to provide an excellent service to tenants, service users and customers.

	
	
	· Business Development

	
	
	
	We will achieve this by seeking out new opportunities to maximise our income by way of organic development and the diversification of services on behalf of other providers.  

	
	
	· Partnership Working

	
	
	
	We are committed to working in partnership with others to create stable, healthy environments in the communities in which we work; by joint working with other agencies to deliver seamless services and by providing a range of accommodation to meet their needs; thus promoting integrated communities. 

	
	
	
	

	
	
	
	

	
	
	· People

	
	
	
	We will continue to invest in our staff to ensure that they are equipped to meet the needs of our customers by ensuring that they are given the best training and support to carry out their roles.

	
	
	

	
	2.3
	Our Values

	
	
	In addition to the above key objectives, our values set out the way tenants/service users are treated by us:

	
	
	· Respect

	
	
	
	To treat tenants with courtesy and respect even when the conduct and language of others is challenging or difficult.


	
	
	· Understanding

	
	
	
	To cooperate and empathise with tenants in order to achieve cooperation and mutual understanding. 


	
	
	· Tolerance

	
	
	
	To enable tenants to put forward their views in order to achieve a better living environment for them and others. 


	
	
	· Equality

	
	
	
	To have regard to the uniqueness of individuals adhering to the Equality Act 2010.


	
	
	· Privacy

	
	
	
	Preserve people’s rights to confidentiality; to exercise control over their own personal lives.

	
	
	· Integrity

	
	
	
	Act in a consistent and even-handed way in all our relationships and decision making.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	3.
	Our Structure

	
	The organisation is structured as follows:
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	4.
	Equality & Diversity

	
	We value the contribution a diverse range of people can bring to CSHA and are committed to treating all employees with equal respect and concern recognising the contributions made to the community by all individuals.

	
	

	
	We strive to ensure that equality is mainstreamed in everything we do and not a bolt on process or after thought.  

	
	

	
	Therefore we will work with our partners, contractors, and stakeholders to ensure that we work towards the elimination of unlawful discriminations and promote good relations.

	
	

	5.
	Conditions of Employment

	
	The following conditions of employment relate to an individual working full time.  Individuals working part time will receive a pro-rata entitlement.

	
	
	

	
	5.1
	Hours of Work

	
	
	Standard hours of work for office based staff are 35 per week, 5 days per week exclusive of lunch breaks of one hour per day. This may differ for scheme based staff and part time staff. However, to meet the requirements of their jobs, staff may occasionally be required to work additional hours. Standard hours of work for Sheltered Housing Managers are 40 per week, 5 days per week exclusive of lunch breaks of one hour per day.

	
	
	

	
	5.2
	Probation

	
	
	The post is subject to the completion of a satisfactory probationary period not exceeding six months, during which time every effort will be made to assist you to settle quickly and effectively into your new role.

	
	
	

	
	5.3
	Annual Leave

	
	
	The basic annual leave entitlement is 24 days per annum (plus bank holidays) of which up to four days may be fixed. This is for full time employees only and will be pro rata for part time employees. 

	
	
	

	
	5.4
	Smoking

	
	
	CSHA operates a No Smoking Policy at all its premises.

	
	
	

	
	5.5
	Training and Development

	
	
	We are committed to the training and development of our staff.  We will encourage all employees to develop their skills and abilities to their fullest potential.

	
	
	

	6.
	Flexible Working

	
	Flexible working is a key part of our people strategy.  We recognise that our employee’s work/life balance is an important aspect of their quality of life and many people have varied priorities to juggle day to day.  This may result from a variety of reasons, including having young children, or a dependent relative, or wishing to pursue a course of part time study.  Any employee may apply.

	
	

	
	Where the demands of the business allow, managers are encouraged to consider seriously and support any requests from employees for flexible working arrangements that permit them to meet varied commitments.

	
	

	
	Many of our roles do not need to be worked strictly 9am to 5pm, and the organisation can sometimes benefit from having members of the team present over a wider span of time as a result of working flexibly.  Key considerations are ensuring that the overall service to our customers is not compromised and employees fulfil their total weekly contractual hours.

	
	

	
	Employees usually seek a formal regular flexible arrangement that applies each week, although consideration is also given to ad hoc requests for those things that “just crop up”.

	
	

	
	The kinds of formal arrangements that employees have already entered into include:-

	
	6.1
	Core hours working

	
	
	Employees hours will be between 9:00 a.m. and 6:00 pm. The length of lunch breaks is varied from a minimum of 30 mins up to a maximum of one hour dependent on the total working hours.

	
	
	

	
	6.2
	Time in lieu

	
	
	Employees who work additional hours over and above the contractual requirement by prior arrangement with their manager may seek the agreement of their manager to take time off in lieu up to one day per calendar month.

	
	
	

	
	6.3
	Working from home

	
	
	Some roles are not confined to being worked from a specific location – or parts of the role are not confined.  In these circumstances, some employees may make arrangements with their manager to work from home on a regular basis (e.g. one set day per week) or ad hoc as circumstances require.

	
	
	

	
	
	If you think that you may benefit from flexible working of this nature and are invited to interview, please feel free to take the opportunity to discuss your situation during the interview.

	
	

	7.
	Your Application

	
	You may choose to apply for our vacancies in a variety of ways.  You may use our Application Form, complete it electronically and forward it by email, or print it and complete it by hand before submitting by conventional post.

	
	

	
	We will shortlist for interview.

	
	

	
	The assessment of your suitability to be shortlisted for the post will, on all occasions, be based on written evidence from your application form.

	
	

	
	For some posts there may be an assessment centre and/or ability tests.  You will be advised following our short-listing procedure if you have been successful and provided with the appropriate guidance materials if this is to be the case.

	
	

	
	In all cases, you will be assessed against the experience and competencies appropriate to the post.  This means that it is important for you to familiarise yourself with the job description, person specification and associated competencies.

	
	

	
	7.1
	The Application Form

	
	
	Assessment will draw upon the written evidence provided on your application form.  We will be looking for evidence that you have undertaken work relevant to that outlined in the main duties for the post, and for evidence that you can meet the knowledge, skills and experience considered necessary for the post.  Please refer to the job description, person specification and associated competency definitions.

	
	
	

	
	
	The application form should be completed in black ink or typed.  If you need to complete the application in an alternative format, e.g. on tape, please contact us on 0208 467 9146

	
	

	Specific guidance on each section of the application form is provided below:

	
	

	
	
	7.1.1
	Personal Details

	
	
	
	It is important that we have contact details so that we may advise you of your progress at each stage.

	
	
	
	

	
	
	7.1.2
	Employment History

	
	
	
	The purpose of this section is for you to provide details of all your work experience, highlighting those that relate to the main duties of the post for which you are applying.

	
	
	
	

	
	
	
	You should start with your current or most recent position and work backwards.  You do not need to include jobs that were done more than 10 years ago, unless the skills gained are relevant to the post and cannot be shown to have been demonstrated more recently.  You should ensure that it is clear from each job what your main duties and responsibilities were, and at what level you operated.

	
	
	
	

	
	
	7.1.3
	Skills Knowledge and Achievements

	
	
	
	Use this section to provide clear evidence, giving examples where necessary, of your achievements/experience relevant to the role for which you are applying.

	
	
	
	

	
	
	
	The Skills, Knowledge and Aptitudes necessary to do each job vary. Please refer to the Job Description and Person Specification for the role that you are applying for to familiarise yourself with what the role needs.  

	
	
	
	

	
	
	
	Rather than just stating that you have the skills required (“I am a conscientious team player with excellent IT skills”) provide examples from your history (employed or in your personal life) which clearly demonstrate this.  This makes for a much better application.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	7.1.4
	Do you have a current full driving licence?

	
	
	
	Please complete this question only if driving is a requirement of this role, as indicated on the job description and person specification.

	
	
	
	

	
	
	7.1.5
	Reasons for applying for this role and Additional Information

	
	
	
	Use this section to provide us with any additional information that you think may be relevant to your application, which has not already been covered elsewhere, and particularly the reasons you have for applying for this role.  What is it about the job or the organisation that made you apply?

	
	
	
	

	
	
	
	We value skills obtained from all experiences including voluntary and vocational work.

	
	
	
	

	
	
	7.1.6
	Qualifications

	
	
	
	Use this section to provide details of any relevant qualifications you have obtained, and/or membership of professional bodies.

	
	
	
	

	
	
	7.1.7
	Reference

	
	
	
	Please provide us with name, position, address and telephone number of two referees, one of whom should be your present or most recent employer.  We cannot accept details of personal relatives or close friends as referees.

	
	
	
	

	
	
	
	Referees will be contacted following an offer of employment – which is conditional upon receipt of references considered to be satisfactory.

	
	
	
	

	
	
	7.1.8
	Eligibility

	
	
	
	We need you to complete this section due to conditions laid down by the Homes and Communities Agency, our governing body.  Should we be in the position to offer you employment, we need to obtain special permission if you are related to a staff member (past or present) or a person serving on the Board.

	
	
	
	

	
	
	
	We also need to know if you are currently a tenant or holder of any other form of tenancy or residency of CSHA.

	
	
	
	

	
	7.2
	Equality and Diversity Monitoring Form

	
	
	To ensure our recruitment systems are free from bias and do not discriminate we need to know the gender, marital status, nationality, ethnic origin, religion/belief, disability and sexual orientation of all applicants.

	
	
	
	

	
	
	Please complete the enclosed monitoring form and return it with your completed application form.  All information will be treated in strictest confidence and applicants’ names will not be shown in any statistics produced.

	
	
	
	

	
	
	This form will be removed from your application form upon receipt and will not be used as part of the selection process.

	
	
	
	

	
	7.3
	Completed Applications

	
	
	Please check that you have completed all sections of the form.  This includes signing and dating the declaration.

	
	
	
	

	
	
	You should send your completed application to:

	
	
	
	

	
	
	Chislehurst & Sidcup Housing Association

45 Invicta Close
Chislehurst

Kent

BR7 6SJ

	
	
	
	

	
	
	by 12 noon on the closing date.

	
	
	
	

	
	
	Remember you should send us:

	
	
	
	

	
	
	· 
	An application form

	
	
	· 
	An Equality and Diversity Monitoring Form.

	
	
	

	
	
	If you wish us to acknowledge receipt of your application, please enclose a self addressed envelope.

	
	
	
	

	
	7.4
	What happens next?

	
	
	Your application will be reviewed against an objective set of criteria obtained from the job description and person specification.

	
	
	

	
	
	You will be notified whether or not your application is to proceed to the next phase of the selection process.  This will usually be within two weeks of the closing date.

	
	
	

	8.0
	Data Protection Act

	
	By submitting your application form, you are giving your consent to the processing of your personal and sensitive personal data (as defined in the Data Protection Act 1998) for recruitment selection purposes.

	
	

	
	The information will be used by employees, residents or Board Members of CSHA involved in the recruitment process only and will not be divulged to any third party without your prior consent.

	
	

	
	We will not immediately destroy documentation from this recruitment campaign.  If you are successful and take up appointment, the following papers will be retained on your personal file:

	
	
	

	
	· 
	application form

	
	· 
	references

	
	· 
	interview notes.

	
	

	
	Documentation relating to unsuccessful applicants will be retained for six months, after which it will be destroyed.

	
	


CSHA BOARD





AUDIT & RISK COMMITTEE





DEVELOPMENT COMMITTEE





CHIEF EXECUTIVE





SURVEYOR/TECHNICAL SERVICES MANAGER








HOUSING SERVICES MANAGER





FINANCE MANAGER





BUSINESS SUPPORT MANAGER





BUSINESS SUPPORT ADMINISTRATOR





FINANCE OFFICER





SHELTERED HOUSING MANAGERS 


X 6








Registered under the Cooperative and Community Benefits Act 2014. No. 17650R with charitable objectives
Registered under 1974 Housing Act No. L1693
11

