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By Email Only          
 
 
 
Dear   
 
RE: Request for Information – RFI4862 
 
Thank you for your request for information which was processed in accordance with the Freedom of 
Information Act 2000 (FOIA). Please accept our sincere apologies for the delay in providing this information 
to you, we recognise that the handling of your request has fallen below our standards and outside the time 
for compliance set out in the legislation. 
 
You requested the following information:  
 
Please provide me with copies of any guidance, policies, training literature or instructional 
documentation provided to Homes England staff relating to: 
 

• Application shortlisting processes and procedures 
• Interviewing processes and procedures 
• The use and management of the applicant tracking system 

 
 
Response 
 
We can confirm that we do hold the requested information. Please see Annex A attached to this letter for 
all our internal documentation relating to your request. This includes the following documents: 
 

• Intranet guidance (page 1). This is the landing page for Homes England’s HR Hub guidance covering 
recruitment.  
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• Recruiting a Permanent Fixed Term Colleague intranet guidance (pages 2 – 5). This document
contains step-by-step instructions hiring managers must follow when recruiting new team
members.

• Invitation to interview template (page 6). This is an email template candidates receive as part of
their invitation to interview.

• Recruiting a Contingent Worker intranet guidance (pages 7 – 12). This document contains step-by-
step instructions hiring managers must follow when recruiting contingent workers.

• Recruiting Guidance (pages 13-33). This document contains guidance on the end-to-end
recruitment process.

• Recruitment Policy (pages 34 – 41). This document outlines the principles and expectations that
underpin recruitment at Homes England.

• Setting up a role in the Applicant Tracking System (ATS) (pages 42 – 49). This document gives
practical instructions on how to use the ATS to create and advertise a vacancy.

• Hiring Manager recruitment checklist – step by step (pages 50 – 58). This guide gives instructions on
every stage of the recruitment process.

There are several links to internal guidance contained within these documents. All of the linked guidance 
which is within the scope of your request is included within Annex A.  

We can confirm that we also hold a training video on the Applicant Tracking System. However, we rely on 
section 31 and section 40 exemptions to withhold the information from disclosure.   

Section 31 – Law Enforcement 
Under section 31(1)(a) Homes England is not obliged to disclose information that would, or would be likely 
to, prejudice the prevention or detection of crime. 

Homes England has identified that information contained within the Application Tracking System video 
engages section 31(1)(a) of the FOIA as release could result in it being fraudulently used by third parties to 
access Homes England systems.  

Section 31 is a qualified exemption. This means that once we have decided that the exemption is engaged, 
Homes England must carry out a public interest test to assess whether or not it is in the wider public 
interest for the information to be disclosed. 

Arguments in favour of disclosure: 
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• Homes England acknowledges there is a general public interest in promoting accountability, 
transparency, public understanding and involvement in how Homes England undertakes its work and 
how it spends public money. 

• Disclosing information about Homes England recruitment procedures can help the public understand 
how resources are allocated, providing more accountability and transparency as to how Homes 
England undertakes its obligations as a public body.  

 
Arguments in favour of withholding: 
• The video contains discussion of Homes England security protocols which would be likely to make 

Homes England more vulnerable to crime. Disclosure of this information would be likely to therefore 
harm efforts to prevent crime as it may allow unauthorised users to access Homes England systems, 
resulting a greater likelihood of cyber-attacks or other security breaches.  

• There is a clear public interest in protecting society from the impact of crime. If inappropriate access to 
Homes England facilities was granted, it could potentially cause harm to Homes England, its employees, 
our partner organisations or the wider public generally. 

• Homes England has been unable to identify a wider public interest in disclosing the information 
requested. 

 
Therefore, after careful consideration we have concluded that at this time, the balance of the public 
interest favours the non-disclosure. 
 
The full text of the legislation can be found via the following link: 
https://www.legislation.gov.uk/ukpga/2000/36/section/31  
 
Section 40 – Personal information 
 
We are withholding information on the grounds that the Applicant Tracking System video contains third 
party personal data and therefore engages section 40(2) of the FOIA.  
 
To disclose personal data, such as names and email addresses of Homes England staff could lead to the 
identification of third parties and would breach one or more of the data protection principles. 
 
Section 40 is an absolute exemption which means that we do not need to consider the public interest in 
disclosure. Once it is established that the information is personal data of a third party and release would 
breach one or more of the data protection principles, then the exemption is engaged. 
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The full text in the legislation can be found on the following link: 
 
https://www.legislation.gov.uk/ukpga/2000/36/section/40 
 
Advice and Assistance 
 
In compliance with the Section 45 Code of Practice (Paragraph 14) and to offer advice and assistance under 
section 16 of the FOIA, we can confirm that the Applicant Tracking System video is a visual description of 
the written processes we have provided in Annex A at pages 42 to 49, rather than a resource that offers 
additional information. 
 
Right to Appeal 
 
If you are not happy with the information that has been provided or the way in which your request has 
been handled, you may request an internal review. You can request an internal review by writing to Homes 
England via the details below, quoting the reference number at the top of this letter. 
 
Email: infogov@homesengland.gov.uk 
 
Information Governance Team 
Homes England  
The Lumen 
2nd Floor 
St James Boulevard 
Newcastle Helix 
Newcastle upon Tyne 
NE4 5BZ 
United Kingdom 
 
Your request for review must be made in writing, explain why you wish to appeal, and be received within 
40 working days of the date of this response. Failure to meet this criteria may lead to your request being 
refused. 
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Upon receipt, your request for review will be passed to an independent party not involved in your original 
request. We aim to issue a response within 20 working days. 
 
You may also complain to the Information Commissioner’s Office (ICO) however, the Information 
Commissioner does usually expect the internal review procedure to be exhausted in the first instance. 
  
The Information Commissioner's details can be found via the following link: 
 
https://ico.org.uk/ 
 
Please note that the contents of your request and this response are also subject to the Freedom of 
Information Act 2000. Homes England may be required to disclose your request and our response 
accordingly. 
 
Yours sincerely, 
 
The Information Governance Team 
For Homes England 
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OFFICIAL  

[Job Role Title – Directorate and Location] 

Dear [Name] 

Thank you for your application for the above mentioned role, I am very pleased to confirm the your 

interview with Homes England on [Day/Date/Month] at [Time] a.m./p.m. at the [location] office with 

[Name and Titles of Interviewers].  

Office details:[Full office address and postcode, please also add any addition information about 

travel to the office, parking arrangements and anything specific that may support the applicant] 

The interview will last approximately [one hour/one and a half hours] and will consist in a range of 

questions around competencies, strengths/values and job specific questions. In terms of 

preparation, it is advised that you read and refer to the Job Description and Person specification as 

this is where many of the questions are developed from, so having examples that are relevant from 

your past experience would be useful. It is also valuable for you to spend some time reading our 

Strategic Plan which will give you a very good overview of the organisation and our values, which are 

important to us. 

https://www.gov.uk/government/publications/homes-england-strategic-plan-201819-to-

202223/homes-england-strategic-plan-2018-to-2023 

[If the candidate is being asked to prepare a presentation please add details of the title and duration 

here] 

Important: Please ensure that you bring original copies of your eligibility to work in the UK 

(examples may include; passport, birth certificate, driving licence, letter showing your  home address 

and  work permit) and the certificate for the highest level qualification and/or professional 

membership detailed on your CV.   

If you require any special arrangements or support on the day please contact me in advance of the 

interview and if you could please confirm your attendance by return email? 

Any further information you require at this time, please do not hesitate to contact me, my direct line 

is [***** ******]. We are looking forward to meeting you. 

 

Kind regards 

 

 

 

[Name and Title] 
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OFFICIAL 

6. The next section is the application form.

This is already pre-populated by the system and will include the following sections: 
 Free text / Y&N Question
 E&D
 CV
 Disability

This is the only information we require to select from the candidate at their initial point of application. 

7. In the workflow section select whether your role requires the workflow 1 stage interview or workflow
2 stage interview.  Use the pre-populated drop down box, then press ‘select workflow’.

8. The next section is the Job Description.  In this section you need to attach your job description and
create the advert text.

A well-written job advert is your chance to ‘sell the role’ to potential applicants. It's an opportunity to show 
off the vacancy to candidates and make sure you’re attracting only the right people to the role. 

Remember – a job advertisement is not the same as a job description or a job spec. A job advert is outward 
facing, designed to attract and excite the right kind of candidate. 

A job description is more for internal use, where the full responsibilities and expectations of the role are laid 
out more comprehensively. 
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