
 1 

  
What Makes The Difference?  
  GOOD PRACTICE EXAMPLE   

 
This example of good practice relates to criteria 5.3 of the National Leaving Care Standards                   
contributing to ECM outcomes:      

  
 Be healthy 
 Stay safe 
 Enjoy and achieve 
 Make a positive contribution 
 Achieve economic well being 

 
 
Name(s) and region of agency/organisation in which this piece of work was developed 
Tower Hamlets Leaving Care Service 
 
 
Target group(s) 
   
 Disabled young people                                                                     Young people 19+ years                            
 Young people with mental health needs                                           Girls only 
 Unaccompanied asylum seeking children (UASC)                           Boys only 
 Young people from black and minority ethnic groups                       Young people as trainers                           
 Young people not in education, training and employment (NEET)  Senior management                                   
 Older looked after children 15+                                                         Young people leaving care                        
 Foster carers                                                                                     Researchers/evaluators                             
 Girls and boys                                                                                  Trainers                                                       
 Young people involved as researchers                                             
 Service managers                                                                  
 Executive and lead members/councillors         
 Lead professionals (social workers/personal advisors)                                              
 Other support/care workers                              
 Parents                                                             
 Youth workers                                                  
 Information workers   
 Young people in custody                 
 Young parents 
 Young people 16+ 
 Young people involved in services(SUI)                                            
 Others (please specify)       
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Purpose and intended outcomes of this work 

To involve young people in all aspects of service development, provision and evaluation. 
 
 
 
 
 
 
 

Description of what was carried out in this piece of work (the intervention/s) 

Young people are based in the service as User Involvement trainee’s, others undertake paid sessional work. 
Young people have their own Care leavers group which meets on a monthly basis, which is attended by the 
service manager. They have membership of Steering groups.   
 
 

Service structures 
and processes that 
were set up (e.g. 
posts, partnership 
groups etc) 

 Service User Involvment posts, care leavers group and steering groups established. 
 
 
 
 

 
 
 
 

Type of 
agency/organisation 
in which this work 
was developed 

 

 

 

 

 

 

 

 

 

 

 

 Local authority department - unitary 

 Local authority department - metropolitan 

 Local authority department - borough council 

 Local authority department - county (shire) council 

 Local authority department - city council 

 Local authority department - London borough 

 Voluntary organisation   

 Multi-agency (please specify agencies involved)       

 Health agency (e.g. PCT, NHS Trust) 

 Education agency 

 Youth justice agency 

 Youth service  

 Other (please specify)       
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Region where work 
was developed 

 National (please specify UK nation i.e. England, Scotland, Wales, N. Ireland)  

      

 

 NW England  

 NE England  

 SW England  

 SE England  

 London  

 East Midlands  

 West Midlands 

Name(s) of  
tools/resources 
developed as part of 
this work   

Tower Hamlets User Involvement post job description and person specification 
(attached) 

 

 
 

In what sense is this ‘good practice’? The evidence 

Underlying    
evidence used to 
develop the 
interventions in this 
piece of work 

 

 None - new exploratory/developmental  

 Not known 

 Practitioner knowledge/experience only 

 Published research evidence   

 Local research / evaluation   

Source of evidence  
available to show the 
impact of the 
interventions used in 
this work  

 

 

What this 
evidence/information   
suggests 

 

 Independent evaluation 

 Internal / self-evaluation 

 Anecdotal / impressions 

 None   

 Not known 

 Positive impact (if any)       

 Negative impact (if any)       

 Other impact       

 Not known  
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Type of evidence 
about the ‘process’ 
of delivering the 
interventions used in 
this work     

 

 

 

 

 

 

 

 

 Positive impact (if any)       

 

 

 Negative impact (if any)       

 

 

 Other impact 

      

 

 Not known 

 

Feedback/evaluation 
report available on 
this site?  

 

 
 Yes, click here to view  

 
 No  

 

Contact details for   
further information 
about this piece of 
work and the 
evidence of its 
impact  

 

 
Name: Jo Bird 

Address: Leaving Care Service, Kitcat Terrace, Bow, London, E3 2SA  

Tel: 0207 364 1140 

Email: Jo.Bird@towerhamlets.gov.uk 

Fax:       

Mob:       
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                  Leaving Care Service, 

             Kitcat Terrace, 

             Bow, 

             London, 

                                                E3 2SA. 
Hi all what’s up? 
 
Thanks for the interest that you have shown in the user Involvement 
Traineeship post at the Leaving Care Service (LCS) Kitcat Terrace. This pack 
contains information that relates to the apprenticeship which we hope will help 
you decide whether you want to apply for the post.   
In here you should find: 
 

• Information about the Leaving Care Service-general information about 
what’s going on in user involvement at LCS, what’s been done and what’s 
up and coming; 

• A job description; 
• A person specification; 
• Information on the selection process; 
• Information on the apprenticeship post; 
• A police check form; 

• An equal opportunities monitoring form; and 

• A personal details form 
 

If you decide to apply, we need you to complete the forms written in blue, from 
the list above. These must be returned to us in the envelope provided along with 
your additional application information (see information on the selection 
process-stage1)  
If you want to talk to anyone about the information in this pack or want further 
details about the job then you can be pop in to see either Tanya Nessa or Akmol 
Hussain at Kitcat Terrace, or telephone on: 
 
Tanya Nessa      0207 364 1137 
Akmol Hussain   0207 364 1134 
 
We look forward to receiving your application. 
 
Take Care. 
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Information on the Leaving Care Service 

 
The Leaving Care Service was set up to support young people in Tower Hamlets 
moving from being in care to living independently and has been running for about 
eight years. There are around 22 staff members in total. The staff team is 
made up of Personal Advisers, managers, a housing officer, education workers, 
mentoring project workers, administration staff and User Involvement trainees. 
The service works with about 300 young people aged between 16 and 24 who are 
either living independently or are about to move into semi independent or 
supported housing.  
The service provides support in education, training, employment, housing, 
finance and life in general! At the office in Kitcat Terrace there is a resource 
room where young people can come and use computers and the Internet. 
 

Where is the Leaving Care Service?  

 

The Tower Hamlets Leaving Care Service (LCS) is based in Kitcat Terrace, off 
Bow Road in Bow. The office is a short walk from Bow Road underground 
(district and Hammersmith &city lines) and Bow Church station on the docklands 
light railway. The D8 and 25 bus services also stop nearby. 
 
What is User Involvement? 
As the name suggests it is about getting young people involved. Getting young 
people involved in social activities as well as providing them with opportunities 
to evaluate, develop and plan the service that is provided to care leavers in 
partnership with Leaving Care staff. Who better to do this than young people 
who have been there? User Involvement workers support care leavers who get 
involved. Karen McBye was the first care leaver to join the service as a worker. 
There is now an award given out every year at our annual BBQ to young people 
who contribute time and effort to user involvement. There are now two User 
Involvement trainee posts at LCS. 
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What’s been done and what’s coming up? 
 
 

• As part of User Involvement there is a care leavers group. 
•  The group Meets twice a month, once as a steering group that meets 

with the manager of the service and we discuss what’s happening at LCS. 
The second time we meet is for a social activity. 

• This year LCS received the Charter mark award for excellence in public 
services and User Involvement was identified as best practice. 

• We are now also a three star borough 
• The group has been on research training and produced questionnaires 

for all care leavers and then collected the evidence and produced a 
report where the results were used to improve the service. 

•  Care leavers who get paid for their time produce a newsletter 
quarterly. 

• We have trained Nine young people in interview skills at Bowles activity 
center. They now sit on interview panels and get paid for their time. Due 
to the success of this training we will be taking a new group of young 
people away in the coming year. 

• We have young people attending steering panels where they can have 
input in the services work plans. 

• Every year we organize a trip and a BBQ 
• This year we have a new website for Care Leavers 
 
 
This is just a small sample of what has been done, and what is planned! 
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The selection process 

 
The selection process isn’t just supposed to be the way we find out which 
person is the ‘best for the job’. It is also supposed to give those applying for 
the job a chance to find out more about what it will involve, about the 
Leaving Care Service and the people who work there. 
It is our aim that the process will be as supportive as possible. Everyone who 
puts him or herself forward will be treated with respect, and all the 
information will be treated in the strictest confidence. The decision about 
who gets the job will be made by comparing the information we gather on 
people’s ability and potential, through the selection process with the areas 
identified on the person specification. The job will be offered to the person 
who scores the most.  
The Leaving Care Service is committed to ensure that everyone who wishes 
to has a fair chance to apply for the traineeship. If you are a parent and 
require childcare to enable you to take part in the selection process, please 
discuss this with your Personal Adviser at Kitcat Terrace. 
 

Stage one 
 

A) You return forms that are identified in blue (see page 1) from this 
application pack to us. You can use the envelope provided to do this. 

B) You need also to provide us with further information to support your 
application. This should include: 

The names and contact details of two people who will give you a 
reference. * 
 

• You will need to give, the names, addresses and contact 

telephone numbers for each person. One can be a friend; 

the other must be from a professional who knows you e.g. a 

social worker, solicitor, doctor and so on. You should check 

that those you want to use, as your referees are happy to 

support your application and for you to give us their details. 

• WE MUST RECEIVE BOTH YOUR FORMS AND YOUR 

SUPPORTING INFORMATION IF YOU WANT US TO 

INVITE YOU TO STAGE TWO OF THE SELECTION 

PROCESS. 
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Stage Two 

Those who are successful in stage one will be invited to an interview, after 
you have been interviewed you will take an assessment test provided by the 
training provider. This will happen at Kitcat Terrace –it is not a test – you 
will not ‘pass’ or ‘fail’. It is just to find out what areas you would need 
support in. 
 
We will use the interviews to decide who will be offered the post. 
Candidates will hear by letter whether they will be offered the traineeship.   
 

Before any candidate can be formally offered the job in writing, we will 
follow-up their two references and the police check will need to clear. 
 
If you want help further information or help with any part of the selection 
process, please contact Tanya/Akmol or your PA at Kitcat Terrace 0207 364 
1137/34
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Personal Details form–Please write on a piece of paper-if you don’t have 

space 

 

 

Name                                         Date of birth 
Address  

 

 

 

 

Telephone/Mobile Number/E-
mail 
 

                                   Are you a parent?     Yes     
                        
 No 

 
Can you tell us why you want 
this job? 
 

 
 

 

 

 

 
Tell us about any relevant 
work experience or something 
you’ve been committed to  
E.g. work experience (paid and 
unpaid last year and any User 
Involvement work you have 
been involved with. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Tell us about any  
Qualifications you may have 

 
 

 

 

 

 

Can you show evidence that 
you can meet the person 
specification requirements? 
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Do you consider you have a disability? 
Yes       
No 
 
If yes, are you currently registered 
disabled? 
Yes 
No 

 
Please tell us more about your disability? 
 
 

Gender 
 

Male 
Female 

Cultural heritage White UK 
Irish 
Greek 
Turkish 
Other European 
White Other (please specify) 
 
Black African 
Black Caribbean 
Somali 
Black UK 
Black Other (please specify) 
 
Bangladeshi 
Pakistani 
Indian 
Asian UK 
Chinese 
Vietnamese 
Asian Other (please specify) 
Other (please specify) 

Please tell us about any other language(s) 
other than English that you might speak 
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Police check form Guidance Notes 

 
PLEASE READ CARE FULLY BEFORE COMPLETING THE POLICE CHECK FORM. 
When filling out the enclosed form please complete it fully and accurately. 
Failure to do so will result in a delay in your form being submitted to New 

Scotland Yard for checking. So please ensure that you do the following: - 
 
1. ONLY COMPLETE SECTION A OF THE FORM 
2. It must contain your original signature 
 
3. Complete the rest of SECTION A in LEGIBLE BLOCK CAPITALS 
 
4. Write all forenames in full (e.g. Mary is not acceptable you must write Mary 
Anne). If maiden name/pre marriage name and / or any previous surname does not 
apply to you write NONE or N/A- do not draw a line through. 
 
5. Place of Birth must include TOWN OR CITY AS WELL AS COUNTRY e.g. 
Leeds, England or Kingston, Jamaica. If place of birth is in LONDON include the 
district e.g. Hackney, London, England. 
 
6. Present address must include the full postcode 
7. All previous addresses for the last 5 years must be included with 

postcodes and exact dates. If you have lived at the same address for the 

last 5 years, you must indicate this on the form, by writing ’none’ or N/A. 

Please note that a line drawn through is not acceptable to New Scotland 

Yard. 

 
8. You must indicate if you have any previous criminal convictions, cautions, or 
pending prosecutions. *If by mistake, you mark both YES and NO- you must then 
indicate which applies by writing either YES or NO. 
 
*Every criminal conviction or caution counts and must be declared there isn’t any 
conviction seen as ‘spent’. For example, even caution given when you were 14 must 
be registered on this form, as would a conditional discharge. 
9.If you have any previous criminal convictions you must provide details on the 
other side of the form. 
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Process for third User Involvement post 
 
 

The selection process 

Advertisements will be placed around residential homes and LCS in the form of 
a poster and Personal Advisers will tell their young people that the post is 
available. A mail shot will be sent out. 
Once we have a list of all applicants that are interested then we will send out 
application pack and information about the job. This will entail a personal details 
form, job description, job specification, police check form and an equal 
opportunities form  
 
Stage one: 

 

The applicant provides information from: 
• The personal details form –this will have a question about experience 

where we will mark out of 5 
• Equal opportunities form 
• A police check form 

 
 
Stage two: 

A panel will interview the short listed applicants. 
Those that have been chosen will take part in a skills audit type exercise so 
that their basic skills needs are identified. This is intended not as part of the 
selection process, but to provide basis for training/development once someone 
appointed. 
 
Short listing 

The applicants will be short listed by their application forms and then on a 
points system. 
We will have a list prepared which we will fill in about what work they have 
undertaken through User Involvement and other work that they may have 
experienced. They will score on a five point system for the work that they have 
already undertaken this will go towards the final mark that they get for the 
interview. 
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Points system for new worker 
 
Points will be given to applicants based on the amount of work they have got 
involved with in User Involvement and equals  30% towards final mark. A pass 
mark would be 5 points 
 
5 points = for any relevant work experience 
5 points = for work on newsletter 
5 points = for work in / steering groups 
5 points = for work in sessional work with User Involvement 
 

 
Person specification 
 
Essential 
 

• A care leaver 
• Understanding of the needs of young people leaving care 
• Reliable, punctual and trustworthy 
• Willingness to learn/take on a course of study 
• Motivated and energetic 
• Able to use your own experiences in a positive way 
• Willing to give people a chance and being non judgmental 
• Able to work on own initiative 
• Able to work in a team 
• Good communication skills 
• Knowledge of your own limits and being able to address these 
•  Basic level of Computer literacy 
• Basic level of literacy 
• A good sense of humor 
• Group leading skills 
• Able to work outside normal office hours as necessary 
• Committed to wanting to undertake a course of study relevant to them 
• A little bit funny 

Desriable  

 
• Relevant work experience with young people 
• Good planning and organizational skill 
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Job description 
 
 
Job Title:      User Involvement Trainee 
 

Reporting To:   Manager of the Leaving Care Service 
 
Overall Job Purpose: The purpose of this post is to provide experience and 

 training in work with young people leaving care based 
in the leaving care service 
 

Or To work with senior User involvement worker and 
young people to develop the ways that care leavers 
have a role in the evaluation, development and delivery 
of services for them. 

 
Hours:  Full Time 35 hours a week 
 

Training allowance:  
 
Tasks include: 

 
• Supporting young people and co-ordination of the Care Leavers magazine 

(Rag) 
• Working with Leaving Care staff and young people to organize social and 

other events 
• Working with care leavers to get them involved in steering groups, 

events, workshops and trips. 
• Representing User Involvement in internal and external e.g. team 

meetings and Rights for action players (RAP)  
• Providing administration support to the care leavers group 
• Ensuring that information is sent to all Care Leavers and that they are 

kept informed about things that affect them 
• Working with members of the Leaving Care Service on areas relating to 

User Involvement  
• Making sure that staff in the Leaving Care Service are kept informed of 

issues relating to User Involvement  
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• Helping write policy and procedures and being part of consultation 
process with Care Leavers 

• Taking part in a program of training, to develop skills in administration 
and working with young people leaving Care 

• Other tasks that are negotiated/agreed as relevant e.g. small pieces of 
research/ external working groups 

• Develop links with other Care Leaver groups and other agencies 
• Working towards completing tasks set on the yearly work plan 


