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INFORMATION PACK FOR CANDIDATES
Vision statement
 Eaves is a feminist organisation working towards a society in which all women live free from violence, exploitation, objectification and discrimination. 

Mission statement
To support and promote the interests of vulnerable, excluded and exploited women and girls.
Eaves is a feminist organisation which is committed to:
        Challenging inequalities
        Embracing diversity
        Enabling people to fulfil their potential
        Treating people with dignity and respect
        Promoting innovation

The work of Eaves

Eaves is a feminist charity which offers high quality support to vulnerable women who have experienced violence, through various support, accommodation and research projects. 

Our work includes:

The Amina Scheme – a peer mentoring scheme for women who have experienced sexual violence, run by specially-trained women volunteers who have also experienced sexual violence in the past. 

The POPPY Project – support, accommodation and advocacy for women trafficked into the UK for exploitation in prostitution and domestic servitude.

The Lilith Project – a research and development department with a wide remit. Work ranges from research into various aspects of violence against women, to training for the women’s sector, to lobbying for legislative change. It also works to demonstrate, through campaigning and training, that violence against women is both a cause and effect of gender inequality.

The Scarlet  Centre – a drop-in centre offering advice, support and information to vulnerable women affected by domestic violence, rape, sexual abuse or prostitution, or who are at risk of homelessness and exploitation, to assist them to become independent and recover from their experiences.

Eaves’ work is made possible by funding from London Councils, the Office for Criminal Justice Reform (reporting to the Ministry of Justice), grants from foundations and from individual donations.
Equal opportunities

Eaves is an Equal Opportunity Employer.  We are committed to creating equal access to opportunities for paid employment and voluntary involvement. To achieve this we will ensure that:

· All applicants are given an equal opportunity when being considered for jobs or volunteer roles, irrespective of race, colour, ethnic or national origins, religion, disability, gender, sexual orientation, age or marital status;
· Our recruitment procedures are standardised and are consistently applied across our various service areas;
· Every employee is treated fairly in day-to-day work, promotion and development opportunities;
· We monitor our procedures and take active steps to address unfair or unlawful discrimination or prejudice where these are identified in our procedures or practices;
· Monitor our workforce [what about them?] and take active steps to ensure we reflect the diversity of our service users [do you mean diversity rather than composition?];
· Provide regular equality and diversity training for staff and managers; and
· Our workplaces are accessible to people with disabilities
Safeguarding vulnerable adults and children

Eaves is committed to safeguarding and promoting the welfare of vulnerable adults and children and expects all its staff and volunteers to share this commitment.

Completing your application

The application form plays an essential part in ensuring we select the right person for a job. It is only the information contained in your application form that will decide whether or not you are shortlisted for an interview. We recommend that you read the following notes carefully to help you complete the application form successfully.
Please word-process or type the application form. If you have to hand-write the form [you haven’t given them this as an option], make sure you use black ink and write as clearly as possible. If you use additional sheets, use lined paper and put your name at the top of each sheet. The form is photocopied several times during the recruitment process, and the selection panel cannot assess an applicant if they cannot read the form. Do not send a curriculum vitae as it will not be accepted for selection purposes.

Personal details

Please complete your name and address in capital letters and make sure that the contact telephone number you give us is one where we can reach you quickly if need be. We will handle all telephones conversations carefully and in confidence.

We are interested in how you found out about this vacancy and would appreciate it if you could state where you saw the vacancy advertised.

Eligibility to work in the UK

Please indicate if you are entitled to work in the UK. Eaves has a legal obligation to check that all our employees are eligible to work in the UK. 

You will normally be eligible to work in the UK if you are in one of the following categories: 

· You are a legal national of the UK or other country in the European Economic Area (EEA) or a Swiss national;
· You currently hold Tier 1 (Highly Skilled Worker) status;
· You are a dependent, husband, wife or civil partner of a UK or EEA national (with a valid visa or family permit) or an individual who has an existing right to work in the UK;
· You have acquired Indefinite Leave to Remain in the UK or have a UK Ancestry visa; or
· You have a valid student visa. This entitles you to work on a part-time basis for the annual equivalent of up to 20 hours per week until the expiry of your visa.
Employment history

This information may be used to assess whether you meet the person specification. List here your previous employers – the names, addresses and brief details of your main duties and the dates you were employed. You should include any part-time or temporary jobs as well as unpaid and voluntary work. Any gaps in employment, e.g. periods of education, travelling or maternity leave, must be explained in the space provided and using a continuation sheet if necessary.
Referees

Please provide the names and contact details of referees to cover a period of no less than two years, one of whom must be your present or most recent employer and who has managerial responsibility for your work [do you want both to have managerial responsibility?]. If you are a school or college leaver please provide the name of your tutor/teacher and the school/college address.  If you have been working on a temporary basis through an employment agency, then please provide the agency’s contact details.  

If you are returning to work after an extended period and have difficultly in providing us with details of your last employer, please let us know.  

For some positions, we may want to contact the referees you provide, if you are shortlisted, before the interview. If you are unhappy for us to do so, please indicate this on the form.

Education, qualifications and training

Complete this section fully. Please make sure you tell us about any courses you may have attended or are attending at present, which are relevant to your application. You may be asked to produce original certificates on appointment.

Personal statement

This section of the application form is the most important and is where you demonstrate your skills and abilities.
· Think about the job you are applying for and exactly what it involves.

· Read through the application pack thoroughly so that you know what information is required.
· Read through the job description and person specification so that you know exactly what the job is and the skills and abilities required to do the job.
· Make a rough list of all your skills and experiences and choose those you think are relevant to the job you are applying for.
· Complete the application form, ensuring you cover all the criteria from the person specification in the order listed.
· Note that no assumption will be made about your skills and experiences, so it is essential that you tell us exactly how you meet the criteria. For example, if you are a secretary, do not assume the title “secretary” explains everything. You must tell us what you did in your role as a secretary and give examples which demonstrate a particular skill, rather than simply saying that you have that skill.
· Check that you have signed the declaration at the end of the application form.
Additional information

Disability

If you have a disability, please tell us if there is anything we need to know or provide in order to offer you a fair selection interview, for example a signer. Additionally, please tell us if there is any equipment or support you require to enable you to do the job you are applying for.

Criminal convictions

For posts working with children, young people or vulnerable adults, a criminal records bureau check will be requested. Criminal records will be taken into account for recruitment purposes when the conviction is relevant only. Unless the nature of the work demands it, you will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974.

Equal opportunities

As part of Eaves’ Equality and Diversity Policy, we monitor job applicants by age, disability, gender, ethnicity and sexuality to ensure that recruitment and selection is based on fair and open access. 

Declaration of interest 

Under current housing legislation, relatives of board members or employees of Eaves Housing are not permitted to benefit in any way from their connection with Eaves. Therefore, should you be related to a board member or employee of Eaves and you are selected for appointment, approval from Eaves Board of Management will be sought before a formal offer of appointment is made.

To prevent a potential conflict of interest, please state whether you are involved with any organisation in a paid or unpaid capacity. Failure to disclose this information may result in disciplinary action and termination of employment. 
Returning the form
Before submitting your application form, read through thoroughly to ensure that it is well presented and it contains no errors. Check also that you have not left any questions unanswered. If you have completed additional sheets make sure that these are numbered clearly and marked with your name. You should retain a copy of the form for future reference because the interview may include questions about the information you have provided on your application form.
Please return your completed form as instructed in the accompanying letter and ensure that it arrives by the closing date, via email or post. If your application arrives after the closing date, we may not be able to consider it.  We do not accept faxed copies.
Selection process
Your completed application form will be used to decide whether or not we would like to invite you for an interview. If successful, you will normally hear within three weeks of the closing date. If you do not hear from us within three weeks then unfortunately you must assume that you have not been successful on this occasion.  Regrettably, due to the high volume of applications we receive, we are unable to contact you if you have not been shortlisted.
If you are shortlisted, we will contact you by letter. You will be given a week’s notice of the interview and test date. On some occasions, we might contact you by email or telephone.
Thank you very much for your application – we do appreciate the time and effort taken to complete it.
 Key conditions of service

(This section does not form part of any contractual agreement)

Salaries

All salaries are inclusive of London Weighting. Salaries are paid directly into your bank account on the 25th of each month (or the working day before the 25th if the 25th is not a working day). All salaries are subject to an annual cost of living review in April. Increments are payable on 1 April if you have been in post for more than six months, or on the first anniversary of your employment and each subsequent 1 April until you reach the top of the scale.

Hours of work

Eaves operates a “flexible hours” policy for all posts except for administration and the Housing Repairs Administrator post. The basic working hours are 35 hours per week, excluding lunch breaks. A lunch break of at least half an hour is compulsory.

Annual leave

The annual leave year runs from 1 April to 31 March. All staff are entitled to 30 days annual leave. New employees are entitled to annual leave calculated pro-rata on the number of completed months’ service, if the post does not start at the beginning of the financial year, or if the post is part time.

Maternity leave

All female staff employed on both a full- or part-time basis are entitled to Maternity leave. Staff who have less than six months service are entitled to statutory maternity leave of up to 26 weeks.

Sick leave

In addition to statutory sick pay, staff are entitled to receive an allowance in accordance with Eaves’ Sick Pay Policy.

Probationary period

New employees on contracts of six months or more are required to complete a satisfactory six-month probationary period. During this period you will be provided with an induction, training and support to assist you in fulfilling your potential at Eaves. In certain circumstances this period may be extended.
Staff development

Eaves has “Investors in People” accreditation and is also committed to the delivery of quality services to service users through a well developed staff group. 

Induction

All new employees are inducted to enable successful integration and understanding of the organisation as quickly as possible. An induction plan for all new staff is developed when a job offer has been accepted and the confirmation of appointment has been made.

Staff are supported in achieving their full potential through constructive annual appraisals and regular individual supervision. There is a commitment to offer staff the opportunity to participate in good quality training, as well as internal and external courses, including the opportunity to acquire National Vocational Qualifications. 
Pension

Eaves will pay seven per cent of your gross salary into a Friends Provident stakeholder pension scheme when you are confirmed in post. This applies to both full-time and part-time staff.

Season ticket loans

Interest-free season ticket loans are available to all permanent employees who have completed their probationary period.

Non-smoking offices

Smoking is not allowed in any part of the building.
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