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Appendix 1:
Asylum and Immigration Act 1996 Section 8
Amendment to Document Checks 1 May 2004

Recruitment and Selection Guidance Notes

	1.
	Your Essential Guide to Our Recruitment and Selection Process

	
	

	
	Thank you for the interest you have shown in working for Wyre Council.  These Guidance Notes are provided to help you complete your application form.  It also includes information of the pre-employment checks that we have to undertake before you commence employment.  If you require additional help in filling out the application form please do not hesitate to contact us.

If you require further information please telephone (01253) 887511 or (01253) 887512.



	2.
	People with Disabilities

	
	

	
	Wyre Council welcomes applications from people with disabilities.  A disability does not preclude you from full consideration for the job.  If you are disabled as long as you satisfy the essential criteria for the job you are guaranteed an interview under the Interview Guarantee Scheme.
What must you do?

You should tell us whether or not you have a disability on the equal opportunities section of application form.  All applicants should complete this section.

Please note that under the Equality Act 2010 you are considered disabled if you:
· have a physical or mental impairment;

· this impairment has an adverse effect which is substantial;

· the effect is long term (usually lasting for 12 months or more);
· the effect has an adverse effect on your ability to carry out normal day to day activities.
The information you provide will help us to consider what reasonable adjustments or aids you need:

· if you are selected for interview
· to be able to carry out the duties of the job if you are appointed
We will also try to accommodate any adjustments you may require whilst completing your application.
All the information you provide will be treated as confidential.  



	3.
	Applying for a Job with Wyre Council

	
	

	
	When you apply for a job with Wyre Council, selection for interview is based on the information you provide on the application form.  The job description and person specification are attached to the job vacancy.
A Job Description:  This gives details about the job.  It lists all the main duties and responsibilities which the post-holder will be required to carry out.

A Person Specification:  This tells you what competencies, qualifications, skills, knowledge and experience a person must have to be able to do the job.  These are listed as essential and desirable criteria.  In order to be invited for interview you must be able to show that you meet all the essential and ideally all the desirable criteria.  However, if you do not meet some or all of the desirable criteria you may still be invited for interview.



	4.
	Some Points to Bear in Mind before you Start

	
	

	
	Look carefully at the job description and person specification which are attached to the job vacancy.  Ask yourself why you are interested in the job and what qualifications, skills, knowledge and experience you have which would help you to do the job.  Do not copy the same application for a series of jobs.

Make sure your application relates to the requirements of the job description and person specification.

When completed, read through your application form carefully and check that each section has been filled in.  


	5.
	Completing Your Application Form

	
	

	STEP  1
	Current or Most Recent Employment
If you are currently employed, give details of your present or more recent job and a brief description and responsibilities of the post. 


	STEP 2
	Previous Employment

Starting with the most recent employer, give your employer’s name, address, post held, brief description and the dates you have worked for them and reason for leaving. Please also account for any gaps in your employment history.
Driving Licence
Please select yes or no

LGV Licence
Please select yes or no


	STEP 3

	Qualifications

List here all academic qualifications achieved.  If the vacancy requires a professional qualification as essential criteria, you will need to list your membership body, type of membership and title of qualification.

Please note that if you are shortlisted, you will be required to bring your original certificates or other documentary evidence of qualifications to the interview.  We will require a copy to keep on our files. We will also verify any qualifications that are an essential requirement of the post.
ICT/Computer Training

List if a requirement on the person specification.


	
	Training

Detail here any other training undertaken which may be relevant to the post.



	STEP 4

	Competencies and Experience

Competencies
The word ‘competency’ is used to describe a certain behaviour. When recruiting, competencies stand for the behaviours we see as important for the person carrying out the job you are applying for.  They are an example of what we look for in candidates during shortlisting and interviewing process and for that reason we would like you to provide us with specific examples of a time when you showed those behaviours in either a previous job or a personal situation.
For example for the competency “Here to help”, you could give an example of a time where you did something that improved a work process or relationships with colleagues or helped to serve the customer in a better way.  When giving your answer make sure you briefly describe the situation, who was involved, your role, any decisions you made and anything else you feel that is relevant.
You can find out which competencies are important to the role you are applying for on the ‘Person Specification.’

Experience
This is the most important part of your application.  Do not repeat your whole career history.  Try and match your relevant skills, knowledge and experience to the essential and/or desirable requirements contained within the person specification that is to be assessed at the application stage.

As a guide it may be helpful to use criteria on the person specification as headings.  Under these headings you could outline the relevant skills, knowledge and experience you have obtained.  It is not acceptable to just say you have done something, you must qualify this by giving details of how you did it and what was involved.



	
	Related Activities

Remember to consider experience/activities paid or unpaid which you consider relevant to the post.  This could include experience gained at home, in the community or through voluntary/leisure/college activities.

Declaration

You will be asked to tick a box to acknowledge that the information you have given on the form is correct. You will be asked to sign the form if you are invited for interview.



	STEP 5 
STEP 6

STEP 7


	Personal Details

Please complete with your preferred title, full name, address and any home, work or mobile telephone numbers, email address so that we may contact you, National Insurance Number and date of birth.  

References

You should give the name, job title, address and if possible email address of referees who can comment on the last three years of your employment history or full time education.  One of your referees should be your current employer or most recent employer, if you are unemployed.  If you have not been employed before, you should give the name of a teacher or lecturer who knows you well enough to comment on your ability to do the job.  If you have no previous experience, have recently entered the country or the company you worked for has closed down, a reference from a non-employer (eg. your doctor, solicitor, former teacher) may be acceptable.

References from relatives or partners are not acceptable.  The Council does not accept references prepared by current members of the Council.

If you are an internal candidate you should provide the name and address of your Manager or Director.

Advertising Media Monitoring
Please could you indicate where you saw the position advertised, it will assist us with our recruitment monitoring.
Equal Opportunities Monitoring

Please complete this part of the form as it helps us to find out whether our equal opportunities policy is effective with regard to recruitment.

Every job applicant’s suitability for a job will be judged on the basis of their skills, knowledge, experience and qualifications.

Rehabilitation of Offenders Act, 1974
This Act allows an offender to be rehabilitated and his or her conviction becomes ‘spent’ after the following periods of time:

Sentence

Rehabilitation Period

Age 18 or over when convicted

Age Under 18 when convicted

Prison/detention in a young offender institution (YOI) for 6 months or less.
7 years
3½ years
Prison/detention in a YOI for more than 6 months and upto 30 months.
10 years
5 years
Most non-custodial sentances.
5 years
2½ years
Absolute Discharge
6 months
6 months
Probation, supervision, care order, conditional discharge or bind-over.

1 year or until order expirers (whichever is longer).

Attendance Centre Order.

1 year after the order expires.

Hospital Order (with or without restriction order).

5 years, or 2 years after the order expires (whichever is longer).



	
	If you have been sentenced for any offence and the above periods of time have not passed you must declare the offence.  In this case, you must give full details of the offence in this section of the form.  If the period of time has passed, you do not need to mention it on your application form.

Certain posts are exempt from the Rehabilitation of Offenders Act 1974, including those involving work with children and/or vulnerable adults.  In these cases, all convictions, cautions, reprimands, final warnings and any other information should be disclosed.  Only relevant information will be taken into account, so disclosure will not necessarily be a bar to obtaining the position.  In addition, a Disclosure & Barring Service (DBS) Enhanced Disclosure will be requested for the successful applicant.  The Council has written policy on the recruitment of ex-offenders, which will be available to download, if applicable to the position.
If you are not sure, please contact Human Resources Section by ringing (01253) 887511 or (01253) 887512 for advice or information.

Disclosure & Barring Service
If the post you are applying for is subject to a DBS check the following will apply:

Statement Regarding The Code of Practice

The Code of Practice is intended to ensure- and to provide assurance to those applying for Standard and Enhanced Disclosures – that the information released will be used fairly. The Code also seeks to ensure that sensitive personal information is handled and stored appropriately and is kept for only as long as necessary. A copy of the Code of Practice will be available to download, if applicable to the position. 
Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences. If the post you are applying for requires a DBS check the policy will be available to download.



	6.
	Pre-Employment Checks

	
	

	
	Personal Identification

Wyre Council is required to establish the identity of prospective employees before the individual takes up their post.  Therefore, you will need to supply original documentation to verify your identity and address before your unconditional offer of employment can be made.  For example:

a) A full current 10 year passport

Or two from the list below

b) UK driving licence

c) Valid full birth certificate

d) Recent utility bill*

e) Financial statement from bank of building society *

f) Evidence of your National Insurance e.g. an original P45, P60, N.I card or recent payslip which contains your name and N.I. number.

*must be within 6 months

The documentation required will be advised at the offer of appointment stage
Asylum and Immigration Act

In accordance with the provisions of the Asylum and Immigration Act 1996 and amendments to document checks under Section 8 of the Act all successful applicants before commencing employment will have to provide:

either

one of the single documents, or two of the documents in the specified combinations given, from List A (see Appendix 1)

or

one of the single documents, or two of the documents in the specified combinations given, from List B.(see Appendix 1)

HOWEVER DOCUMENTS INCLUDED ON LIST B SHOW A RIGHT TO WORK FOR UP TO 12 MONTHS ONLY. FOLLOW UP CHECKS WILL THEREFORE BE REQUIRED AT LEAST ONCE EVERY 12 MONTHS TO ENSURE LEGAL EMPLOYMENT.

Overseas Employment or Training

Prospective employees will need to give a reasonable account of any significant time spent overseas (three months or more).

The following documentation may be requested as an assurance of time spent overseas:

· Proof of residence for time spent abroad

· Overseas employer or academic references

· References from UK departments and agencies based overseas, for example the Foreign and Commonwealth Office (FCO) missions, British Council, non-government departments and agencies.

Employment Health Screening

The successful applicant will be required to complete an online medical questionnaire or a telephone questionnaire which is undertaken by our Occupational Health advisor.



	
	References

All appointments are subject to the receipt of satisfactory references (please see details in Step 6 ).



	
	DBS
If the post you have applied for is subject to a DBS check.



	7.
	What Happens Next

	
	

	
	If you are shortlisted and selected for Interview, you should hear within 4 weeks of the closing date. If you do not receive a letter or email within four weeks, you can assume that your application has not been successful on this occasion.

As a general rule applications will not be accepted after the closing date.


	
	

	8.
	Recruitment Complaints Procedure

	
	

	
	We want to know if you are dissatisfied with the services you receive from the Human Resources Section so that we can put things right.  We need to know therefore when, in your opinion:

· We have done something badly or wrong.

· We have failed to do something we should have done.

· We have failed to meet a required standard of service.

· We have treated you unfairly or rudely.



	
	What you can expect

Our aim is to make sure complaints are taken seriously and dealt with quickly.  Most verbal complaints, for example can usually be dealt with by our staff on the spot.  All other complaints – whether verbal or written- will be dealt with within 10 working days.  If, however, we are not able to meet this target we will-

· Contact you and give an explanation why within 3 working days.

· Inform you of who is dealing with the complaint.

· Tell you when a full response is likely to be sent or problem resolved.

Our complaints procedures are designed to treat and investigate all complaints fairly, consistently and thoroughly.  It is also our intention to resolve all complaints amicably.  If you are not satisfied with our complaints procedures or are unhappy with the outcome, you have the right to take the matter further.  Our staff will tell you of the procedures to follow if this is what you want.

We will treat your complaint courteously and, if requested, in complete confidence, although if a complaint is made against a member of staff, that person will be made aware of the complaint and allowed to put their side of the case.  We will also report and publish statistical information on the number of complaints received and dealt with by the Section, including outcomes, over specific periods of time.  If the complaint is justified we will apologise for the mistake, put things right and take steps to make sure it does not happen again.



	
	How to Complain

If you wish to make a complaint you can do so by telephoning, emailing or writing to  the  Human Resources Section at the following address:

Liesl Hadgraft

Human Resources Section

Wyre Council

Civic Centre

Breck Road

Poulton-le-Fylde

FY6 7PU

Telephone:
(01253) 891000

Minicom:
(01253) 887636

Email:

employeeservices@wyre.gov.uk
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Appendix 1

	LIST A


1. A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.
2. A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of the European Economic Area or Switzerland.

3. A residence permit, registration certificate or document certifying or indicating  permanent residence issued by the Home Office, Border and Immigration Agency or UK Border Agency to a national of a European Economic Area country or Switzerland.

4. A permanent residence card issued by the Home Office, Border and Immigration Agency or UK Border Agency to the family member of a national of a European Economic Area country or Switzerland.

5. A Biometric Immigration Document issued by the UK Border Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom.

6. A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom.

7. An Immigration Status Document issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

8. A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

9. A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

12. A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

13. A letter issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
	LIST B


1. A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question, provided that it does not require the issue of a work permit.

2. A Biometric Immigration Document issued by the UK Border Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question.

3. A work permit or other approval to take employment issued by the Home Office, Border and Immigration Agency or UK Border Agency when produced in  combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder or the employer or prospective employer confirming the same.

4. A certificate of application issued by the Home Office, Border and Immigration Agency or UK Border Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service.

5. A residence card or document issued by the Home Office, Border and Immigration Agency or UK Border Agency to a family member of a national of a European Economic Area country or Switzerland.

6. An Application Registration Card issued by the Home Office, Border and Immigration Agency or UK Border Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service.

7. An Immigration Status Document issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder with an endorsement.
8. indicating that the person named in it can stay in the United Kingdom, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

9. A letter issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.
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