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What Makes The Difference? 

TOOLS and RESOURCES 
 

NAME OF TOOL/RESOURCE:   

Information, Job Description and Person Specification for User Involvement Post 
NAME AND REGION OF AGENCY/ORGANISATION THAT DEVELOPED THIS 
TOOL/RESOURCE: 
Tower Hamlets Leaving Care Service 
 
Purpose and Brief Description of Tool/Resource: 
These materials offer clear information about the Tower Hamlets Leaving Care Service, the UI 
post, application details and what young people should expect from the process.   
 
 
Publication Date: not known 
 

Contact details 
fo r fu rther 
information 
about th is 
tool/resource  

 

 
Name and title: Jo Bird, Team Manager 
Tel:  0207 364 1140 
E: mail: jo.bird@towerhamlets.gov.uk 
 

Evidence for the effectiveness/ impact of th is tool/resource 

Positi ve impact of 
th is tool/resource: 

1.  These materials have made the process of application and selection 
for the User Involvement posts accessible to young people using the 
service.  
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                  Leaving Car e Ser vice,  
             Kitca t Ter r ace,  
             Bow,  
             London,  
                                                E3 2SA.  
Hi all what Õs up? 
 
Thanks f or  t he int er est  t hat  you have shown in t he user  I nvolvement  
Tr aineeship post  at  t he Leaving Care Ser vice (LCS) Kit cat  Ter r ace. This pack 
cont ains inf or mat ion t hat  r elat es t o t he appr ent iceship which we hope will help 
you decide whet her  you want  t o apply f or  t he post .   
I n her e you should f ind: 
 

¥ I nf or mat ion about  t he Leaving Car e Ser vice-gener al inf or mat ion about  
what Õs going on in user  involvement  at  LCS, what Õs been done and what Õs 
up and coming; 

¥ A j ob descr ipt ion; 
¥ A per son specif icat ion; 
¥ I nf or mat ion on t he select ion pr ocess; 
¥ I nf or mat ion on t he appr ent iceship post ; 
¥ A police check f or m;  
¥ An equal oppor t unit ies monit or ing f or m;  and 
¥ A per sonal det ails f or m 
 

I f  you decide t o apply, we need you t o complet e t he f orms wr it t en in blue, f r om 
t he list  above. These must  be r et urned t o us in t he envelope pr ovided along wit h 
your  addit ional applicat ion inf or mat ion (see inf or mat ion on t he select ion 
pr ocess-st age1)  
I f  you want  t o t alk t o anyone about  t he inf or mat ion in t his pack or  want  f ur t her  
det ails about  t he j ob t hen you can be pop in t o see eit her  Tanya Nessa or  Akmol 
Hussain at  Kit cat  Ter r ace, or  t elephone on: 
 
Tanya Nessa      0207 364 1137 
Akmol Hussain   0207 364 1134 
 
We look f or war d t o r eceiving your  applicat ion. 
 
Take Car e. 
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I nf or mat ion on t he Leaving Car e Ser vice 
 
The Leaving Car e Ser vice was set  up t o suppor t  young people in Tower  Hamlet s 
moving f r om being in car e t o living independent ly and has been r unning f or  about  
eight  year s. Ther e are around 22 st af f  member s in t ot al. The st af f  t eam is 
made up of  Per sonal Adviser s, manager s, a housing of f icer , educat ion wor ker s, 
ment or ing pr oj ect  wor ker s, administ r at ion st af f  and User  I nvolvement  t r ainees. 
The ser vice wor ks wit h about  300 young people aged bet ween 16 and 24 who ar e 
eit her  living independent ly or  ar e about  t o move int o semi independent  or  
suppor t ed housing.  
The ser vice provides suppor t  in educat ion, t r aining, employment , housing, 
f inance and lif e in gener al! At  t he of f ice in Kit cat  Ter r ace t her e is a r esour ce 
r oom wher e young people can come and use comput er s and t he I nt er net . 
 
Wher e is t he Leaving Car e Ser vice?  
 
The Tower  Hamlet s Leaving Car e Ser vice (LCS) is based in Kit cat  Ter race, of f  
Bow Road in Bow. The of f ice is a shor t  walk f r om Bow Road under gr ound 
(dist r ict  and Hammer smit h &cit y lines) and Bow Chur ch st at ion on t he docklands 
light  r ailway. The D8 and 25 bus services also st op near by. 
 
What  is User  I nvolvement ? 
As t he name suggest s it  is about  get t ing young people involved. Get t ing young 
people involved in social act ivit ies as well as pr oviding t hem wit h oppor t unit ies 
t o evaluat e, develop and plan t he ser vice t hat  is pr ovided t o car e leaver s in 
par t ner ship wit h Leaving Car e st af f . Who bet t er  t o do t his t han young people 
who have been t her e? User  I nvolvement  wor ker s suppor t  car e leaver s who get  
involved. Kar en McBye was t he f ir st  car e leaver  t o j oin t he ser vice as a wor ker . 
Ther e is now an awar d given out  ever y year  at  our  annual BBQ t o young people 
who cont r ibut e t ime and ef f or t  t o user  involvement . Ther e ar e now t wo User  
I nvolvement  t r ainee post s at  LCS. 
 
 
 
 
 
 
 



 4 

 
 

WhatÕs been done and whatÕs coming up? 
 
 

¥ As par t  of  User  I nvolvement  t her e is a car e leaver s group. 
¥  The group Meet s t wice a mont h, once as a st eer ing group t hat  meet s 

wit h t he manager  of  t he ser vice and we discuss what Õs happening at  LCS. 
The second t ime we meet  is f or  a social act ivit y. 

¥ This year  LCS received t he Char t er  mar k awar d f or  excellence in public 
ser vices and User  I nvolvement  was ident if ied as best  pr act ice. 

¥ We ar e now also a t hr ee st ar  bor ough 
¥ The group has been on r esear ch t r aining and pr oduced quest ionnair es 

f or  all car e leaver s and t hen collect ed t he evidence and pr oduced a 
r epor t  wher e t he r esult s wer e used t o impr ove t he ser vice. 

¥  Car e leaver s who get  paid f or  t heir  t ime pr oduce a newslet t er  
quar t er ly. 

¥ We have t r ained Nine young people in int er view skills at  Bowles act ivit y 
cent er . They now sit  on int er view panels and get  paid f or  t heir  t ime. Due 
t o t he success of  t his t r aining we will be t aking a new gr oup of  young 
people away in t he coming year . 

¥ We have young people at t ending st eer ing panels wher e t hey can have 
input  in t he ser vices wor k plans. 

¥ Ever y year  we or ganize a t r ip and a BBQ 
¥ This year  we have a new websit e f or  Car e Leaver s 
 
 
This is j ust  a small sample of  what  has been done, and what  is planned! 
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The selecti on pr ocess 
 
The select ion pr ocess isnÕt  j ust  supposed t o be t he way we f ind out  which 
per son is t he Ôbest  f or  t he j obÕ. I t  is also supposed t o give t hose applying f or  
t he j ob a chance t o f ind out  mor e about  what  it  will involve, about  t he 
Leaving Car e Ser vice and t he people who wor k t here. 
I t  is our  aim t hat  t he pr ocess will be as suppor t ive as possible. Ever yone who 
put s him or  her self  f or war d will be t r eat ed wit h r espect , and all t he 
inf or mat ion will be t r eat ed in t he st r ict est  conf idence. The decision about  
who get s t he j ob will be made by compar ing t he inf or mat ion we gat her  on 
peopleÕs abilit y and pot ent ial, t hr ough t he select ion pr ocess wit h t he ar eas 
ident if ied on t he per son specif icat ion. The j ob will be of f er ed t o t he person 
who scores t he most .  
The Leaving Car e Ser vice is commit t ed t o ensur e t hat  ever yone who wishes 
t o has a f air  chance t o apply f or  t he t r aineeship. I f  you ar e a par ent  and 
r equir e childcar e t o enable you t o t ake par t  in t he select ion pr ocess, please 
discuss t his wit h your  Per sonal Adviser  at  Kit cat  Ter race. 
 
St age one 
 

A) You r et ur n f or ms t hat  ar e ident if ied in blue (see page 1) f r om t his 
applicat ion pack t o us. You can use t he envelope pr ovided t o do t his. 

B) You need also t o pr ovide us wit h f ur t her  inf or mat ion t o suppor t  your  
applicat ion. This should include: 

The names and cont act  det ails of  t wo people who will give you a 
r ef er ence. *  
 

¥ You will need t o give,  t he names,  addr esses and cont act  
t elephone number s f or  each per son.  One can be a f r iend;  
t he ot her  must  be f r om a pr of essional who knows you e. g.  a 
social wor ker ,  solicit or ,  doct or  and so on.  You should check 
t hat  t hose you want  t o use,  as your  r ef er ees ar e happy t o 
suppor t  your  applicat ion and f or  you t o give us t heir  det ails.  

¥ WE MUST RECEI VE BOTH YOUR FORMS AND YOUR 
SUPPORTI NG I NFORMATI ON I F YOU WANT US TO 
I NVI TE YOU TO STAGE TWO OF THE SELECTI ON 
PROCESS.  
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St age Two 
Those who ar e successf ul in st age one will be invit ed t o an int er view, af t er  
you have been int er viewed you will t ake an assessment  t est  pr ovided by t he 
t r aining pr ovider . This will happen at  Kit cat  Ter race Ðit  is not  a t est  Ð you 
will not  ÔpassÕ or  Ôf ailÕ. I t  is j ust  t o f ind out  what  ar eas you would need 
suppor t  in. 
 
We will use t he int er views t o decide who will be of f er ed t he post . 
Candidat es will hear  by let t er  whet her  t hey will be of f er ed t he t r aineeship.   
 
Bef or e any candidat e can be f ormally of f er ed t he j ob in wr it ing, we will 
f ollow-up t heir  t wo r ef er ences and t he police check will need t o clear . 
 
I f  you want  help f ur t her  inf or mat ion or  help wit h any par t  of  t he select ion 
pr ocess, please cont act  Tanya/ Akmol or  your  PA at  Kit cat  Ter r ace 0207 364 
1137/ 34
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Per sonal Det ails f or mÐPlease wr it e on a piece of  paper - if  you donÕt  have 

space 

 
 

Name                                         Dat e of  bir t h 
Addr ess  

 
 
 

 
Telephone/Mobile Number/E-
mail 
 

                                   Ar e you a parent ?     Yes     
                                             
 No 

 
Can you t ell us why you want  
t his j ob? 
 

 
 
 
 
 

 
Tell us about  any r elevant  
wor k exper ience or  somet hing 
youÕve been commit t ed t o  
E.g. wor k exper ience (paid and 
unpaid last  year  and any User  
I nvolvement  wor k you have 
been involved wit h. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tell us about  any  
Qualif icat ions you may have 

 
 
 
 
 
 

Can you show evidence t hat  
you can meet  t he per son 
specif icat ion r equir ement s? 
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Do you consider  you have a disabilit y? 
Yes       
No 
 
I f  yes, ar e you cur r ent ly r egist er ed 
disabled? 
Yes 
No 

 
Please t ell us mor e about  your  disabilit y? 
 
 

Gender  
 

Male 
Female 

Cult ur al her it age Whit e UK 
I r ish 
Gr eek 
Tur kish 
Ot her  Eur opean 
Whit e Ot her  (please specif y) 
 
Black Af r ican 
Black Car ibbean 
Somali 
Black UK 
Black Ot her  (please specif y) 
 
Bangladeshi 
Pakist ani 
I ndian 
Asian UK 
Chinese 
Viet namese 
Asian Ot her  (please specif y) 
Ot her  (please specif y) 

Please t ell us about  any ot her  language(s) 
ot her  t han English t hat  you might  speak 
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Police check f or m Guidance Note s 
 
PLEASE READ CARE FULLY BEFORE COMPLETI NG THE POLI CE CHECK FORM. 
When f illing out  t he enclosed f or m please complet e it  f ully and accur at ely. 
Failur e t o do so will r esult  in a delay in your  f or m being submit t ed t o New 
Scot land Yar d f or  checking.  So please ensur e t hat  you do t he f ollowing: - 
 
1. ONLY COMPLETE SECTI ON A OF THE FORM 
2. I t  must  cont ain your  or iginal signat ur e 
 
3. Complet e t he r est  of  SECTI ON A in LEGI BLE BLOCK CAPI TALS 
 
4. Wr it e all f or enames in f ull (e.g. Mar y is not  accept able you must  wr it e Mar y 
Anne). I f  maiden name/ pr e mar r iage name and /  or  any pr evious sur name does not  
apply t o you wr it e NONE or  N/ A- do not  dr aw a line t hr ough. 
 
5. Place of  Bir t h must  include TOWN OR CI TY AS WELL AS COUNTRY e.g. 
Leeds, England or  Kingst on, J amaica. I f  place of  bir t h is in LONDON include t he 
dist r ict  e.g. Hackney, London, England. 
 
6. Pr esent  addr ess must  include t he f ull post code 
7. All pr evious addr esses f or  t he last  5 year s must  be included wit h 
post codes and exact  dat es.  I f  you have lived at  t he same addr ess f or  t he 
last  5 year s,  you must  indicat e t his on t he f or m,  by wr it ing ÕnoneÕ or  N/ A.  
Please not e t hat  a line dr awn t hr ough is not  accept able t o New Scot land 
Yar d.  
 
8. You must  indicat e if  you have any pr evious cr iminal convict ions, caut ions, or  
pending pr osecut ions. * I f  by mist ake, you mar k bot h YES and NO- you must  t hen 
indicat e which applies by wr it ing eit her  YES or  NO. 
 
* Ever y cr iminal convict ion or  caut ion count s and must  be declar ed t her e isnÕt  any 
convict ion seen as Ôspent Õ. For  example, even caut ion given when you wer e 14 must  
be r egist er ed on t his f orm, as would a condit ional dischar ge. 
9.I f  you have any pr evious cr iminal convict ions you must  pr ovide det ails on t he 
ot her  side of  t he f orm. 
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Pr ocess f or  th ir d User  I nvolvement post  
 
 

The select ion pr ocess 
Adver t isement s will be placed ar ound r esident ial homes and LCS in t he f or m of  
a post er  and Per sonal Adviser s will t ell t heir  young people t hat  t he post  is 
available. A mail shot  will be sent  out . 
Once we have a list  of  all applicant s t hat  ar e int er est ed t hen we will send out  
applicat ion pack and inf or mat ion about  t he j ob. This will ent ail a per sonal det ails 
f or m, j ob descr ipt ion, j ob specif icat ion, police check f or m and an equal 
oppor t unit ies f or m  
 
St age one:  
 
The applicant  pr ovides inf or mat ion f r om: 

¥ The per sonal det ails f or m Ðt his will have a quest ion about  exper ience 
wher e we will mar k out  of  5 

¥ Equal oppor t unit ies f or m 
¥ A police check f or m 

 
 
St age t wo:  
A panel will int er view t he shor t  list ed applicant s. 
Those t hat  have been chosen will t ake par t  in a skills audit  t ype exer cise so 
t hat  t heir  basic skills needs ar e ident if ied. This is int ended not  as par t  of  t he 
select ion pr ocess, but  t o pr ovide basis f or  t r aining/ development  once someone 
appoint ed. 
 
Shor t  list ing 
The applicant s will be shor t  list ed by t heir  applicat ion f or ms and t hen on a 
point s syst em. 
We will have a list  pr epar ed which we will f ill in about  what  wor k t hey have 
under t aken t hr ough User  I nvolvement  and ot her  wor k t hat  t hey may have 
exper ienced. They will scor e on a f ive point  syst em f or  t he wor k t hat  t hey have 
alr eady under t aken t his will go t owar ds t he f inal mar k t hat  t hey get  f or  t he 
int er view. 
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Point s syst em f or  new wor ker  
 
Point s will be given t o applicant s based on t he amount  of  wor k t hey have got  
involved wit h in User  I nvolvement  and equals  30% t owar ds f inal mar k. A pass 
mar k would be 5 point s 
 
5 point s = f or  any r elevant  wor k exper ience 
5 point s = f or  wor k on newslet t er  
5 point s = f or  wor k in /  st eer ing gr oups 
5 point s = f or  wor k in sessional wor k wit h User  I nvolvement  
 
 
Per son specif icati on 
 
Essent ial 
 

¥ A car e leaver  
¥ Under st anding of  t he needs of  young people leaving car e 
¥ Reliable, punct ual and t r ust wor t hy 
¥ Willingness t o lear n/ t ake on a cour se of  st udy 
¥ Mot ivat ed and ener get ic 
¥ Able t o use your  own exper iences in a posit ive way 
¥ Willing t o give people a chance and being non j udgment al 
¥ Able t o wor k on own init iat ive 
¥ Able t o wor k in a t eam 
¥ Good communicat ion skills 
¥ Knowledge of  your  own limit s and being able t o addr ess t hese 
¥  Basic level of  Comput er  lit er acy 
¥ Basic level of  lit er acy 
¥ A good sense of  humor  
¥ Gr oup leading skills 
¥ Able t o wor k out side nor mal of f ice hour s as necessar y 
¥ Commit t ed t o want ing t o under t ake a cour se of  st udy r elevant  t o t hem 
¥ A lit t le bit  f unny 

Desr iable  
 

¥ Relevant  wor k exper ience wit h young people 
¥ Good planning and organizational skill 
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J ob descr ipti on 
 
 
J ob Tit le:       User  I nvolvement  Tr ainee 
 
Repor t ing To:    Manager  of  t he Leaving Car e Ser vice 
 
Over all J ob Pur pose:  The pur pose of  t his post  is t o pr ovide exper ience and 

 t r aining in wor k wit h young people leaving car e based 
in t he leaving car e ser vice 
 

Or  To wor k wit h senior  User  involvement  wor ker  and 
young people t o develop t he ways t hat  car e leaver s 
have a role in t he evaluat ion, development  and deliver y 
of  ser vices f or  t hem. 

 
Hour s:   Full Time 35 hour s a week 
 
Tr aining allowance:   
 
Tasks include:  
 

¥ Suppor t ing young people and co-or dinat ion of  t he Car e Leaver s magazine 
(Rag) 

¥ Wor king wit h Leaving Car e st af f  and young people t o or ganize social and 
ot her  event s 

¥ Wor king wit h car e leaver s t o get  t hem involved in st eer ing gr oups, 
event s, wor kshops and t r ips. 

¥ Repr esent ing User  I nvolvement  in int er nal and ext er nal e.g. t eam 
meet ings and Right s f or  act ion player s (RAP)  

¥ Pr oviding administ r at ion suppor t  t o t he car e leaver s group 
¥ Ensur ing t hat  inf or mat ion is sent  t o all Car e Leaver s and t hat  t hey ar e 

kept  inf or med about  t hings t hat  af f ect  t hem 
¥ Wor king wit h member s of  t he Leaving Car e Ser vice on ar eas relat ing t o 

User  I nvolvement   
¥ Making sur e t hat  st af f  in t he Leaving Car e Ser vice ar e kept  inf or med of  

issues r elat ing t o User  I nvolvement   
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¥ Helping wr it e policy and pr ocedur es and being par t  of  consult at ion 
pr ocess wit h Car e Leaver s 

¥ Taking par t  in a pr ogram of  t r aining, t o develop skills in administ r at ion 
and wor king wit h young people leaving Car e 

¥ Ot her  t asks t hat  ar e negot iat ed/ agr eed as r elevant  e.g. small pieces of  
r esear ch/  ext er nal wor king gr oups 

¥ Develop links wit h ot her  Car e Leaver  gr oups and ot her  agencies 
¥ Wor king t owar ds complet ing t asks set  on t he year ly wor k plan 


