
Your Application and our Recruitment Process

Applying for a job

Medway Council’s Equal Opportunities Policy and Recruitment and Selection Framework means that we want to ensure that every applicant is treated fairly.  In making recruitment decisions we will not consider previous applications or personal knowledge of you.

The information that you supply to us in your online application must include all the information requested.  This is all we will use in deciding whether you will be shortlisted for interview.  It is, therefore, very important for you to read the job profile/description and identify, in your application, how you meet all the required skills and experience.  Please be advised that if you are not contacted within 3 weeks of the advert closing date then you have not been shortlisted. 

Shortlisting and interviews

Applicants who meet the relevant requirements of the person specification would normally be shortlisted for interview.  In addition, the Council may conduct tests and/or written exercises in appropriate circumstances and you may be asked to undertake such exercises as part of the selection process.

At the interview the panel will ask questions which are intended to allow you to expand on your application and to demonstrate how you meet the requirements of the post.  This is also your opportunity to ask questions relating to the job, terms and conditions, hours of work etc.

Disability Confident Employer

Medway Council is proud to be a Disability Confident Employer meaning we think differently about disability and have taken action to improve how we recruit, retain and develop people with health conditions or impairments.  We aim to identify appropriate workplace changes or adjustments to support employees with a disability or health condition to reach their full potential and thrive at work.  If you have a disability and meet the minimum eligibility criteria detailed in the job profile, you will be shortlisted for interview and we will discuss with you if there are ways in which the role can be modified to meet your needs, if required.  If you experience any problems whilst trying to apply for a council vacancy, please send an email to recruitment@medway.gov.uk and we will be happy to assist you. 

Fair recruitment

Medway Council puts great importance on ensuring that every stage of the recruitment process is fair and properly carried out.  We have a duty to ensure that everyone is treated in a non-discriminatory way.  

Equal Opportunities Commitment Statement

“No service user, employee or job applicant will be discriminated against, harassed or receive less favourable treatment on the grounds of gender, race, colour, ethnic or national origin, disability, marital status, family commitments, sexual orientation, age, HIV status, religious or political beliefs, social class or trade union activity or irrelevant spent conviction”.

We hope that you will feel that you have been treated fairly, even if you are not appointed.  If you want to discuss why you have not been successful please contact, in the first instance, the manager who interviewed you who will be able to give you verbal feedback.

If you remain dissatisfied you should write to the Head of HR Services, giving details of the post you have applied for and we will ensure that the matter is properly investigated.  If your complaint is upheld, we will review, as appropriate, our recruitment procedures.

Medway Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and recruits to posts using safer recruitment methods as recommended by the Bichard Inquiry and the Warner report.

[bookmark: _Hlk71104530]Please note – previous employees of Medway Council who leave on the grounds of early retirement or redundancy will not usually be re-employed for six months, without prior consent of the employing Director, and the Head of HR Services. 

 
Main conditions of employment

This post is subject to the conditions prescribed by the National Joint Council for Local Government Services, except where varied by local agreements or other National Conditions.

Salaries 

The salary of the post you have applied for will be shown on the relevant advert.

Probation

If you are a new entrant to local government service, or have had a break from continuous local government employment, your appointment is subject to a satisfactory probationary period of a minimum of six months from the commencement of your employment.  During your probationary period you will be expected to establish your suitability for the post.

Leave

Annual leave is dependent on terms and conditions of employment, salary range and length of service. All new entrants to local government are entitled to annual leave in proportion to the completed days of service in the leave year.  Part-time employees have an equal annual leave entitlement in proportion to the number of hours worked.

Car allowances

You may be entitled to a casual, essential or dedicated car user allowance, the amount of which depends on the cubic capacity of your car.  If the post is classed as a dedicated car user, you will be entitled to the Council’s Limited Lease Car Scheme.  This comes with a reasonable annual contribution expected from employees.  Petrol only mileage rates will be claimable.  



Working arrangements

The working week is normally 37 hours, Monday to Friday.  You may be required to work unsocial hours and/or on a rota system and the actual hours of work will be confirmed at interview.  For many posts Medway Council promotes flexible working hours.  Further details of the working arrangements for this post will be discussed if you are invited to attend interview.

Working location

As part of Medway Councils “Ours Ways of Working” Policy, there are 4 workstyles - detailed in the matrix below.  Each role within the organisation will have a recognised work style attached to it.  The relevant work style for each role will be detailed in the recruitment advert.   
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Politically restricted posts

The Local Government and Housing Act 1989 places certain restrictions on some Local Government employees so that they are prevented from taking part in political activities.  Ordinarily this will be posts where the grade is Range 6/SW3 or above.  If the post you have applied for is covered by these restrictions, please read the further information belo



Our People Promise  
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Employee benefits								

Relocation package

In certain circumstances, and with prior agreement, Medway Council could provide assistance to employees moving home in order to take up their appointment.  To be eligible your current residence must be at least 20 miles distance from Chatham and/or north of the River Thames, with the new residence located within Medway Council’s boundaries.

Pension scheme

In most cases employees have the option to join the Local Government Pension Scheme.  However, those employees under Teachers’ terms and conditions of employment will be eligible to join the Teachers’ pension scheme.  These schemes are funded by contributions both from the council and employees.  

Care first

Care first is a self-referral staff counselling service, offering confidential help and support for work-related and personal difficulties, which is easy and quick to find.

Childcare Vouchers
As an employer we share your concerns about balancing your working life with the demands made on you as a parent.  With this in mind and to enhance our family friendly employment policies we operate a childcare voucher scheme.  The scheme operates on a salary sacrifice basis, which means you exchange part of your salary for vouchers to use for childcare.   
Learning and development

As part of Medway Council’s continued commitment to lifelong learning all employees are guaranteed a minimum of five days development per year.  

Shopping Discount Scheme

Every employee can access a range of discounts from high street stores and banks, as well as local services.

Reduced rate/interest free loans

As part of Medway Council’s Travel Plan a number of reduced rate/interest free loans may be available these include:-

· Annual train season tickets
· Assisted car purchase scheme 
· Bicycle purchase loans
· Motorcycle and scooter loans


Access to Work

Access to Work is a government-run programme delivered by Jobcentre Plus to help overcome barriers that disabled people come across in getting or keeping work. 
If the help you need at work is not covered by your employer making reasonable adjustments, you may be able to get help from Access to Work.
You’ll be offered support based on your needs, which may include a grant to help cover the costs of practical support in the workplace. Your workplace can include your home if you work from there some, or all, of the time.
Further information on Access to Work.

Employee Forums 
BAME Forum 
The Medway Council BAME Forum was established to represent the interests of Black, Asian and Minority Ethnic employees.
The Forum aims to foster cohesion and healthy engagement within Medway’s diverse workforce.  The group is made up of and invites employees of Black, Asian and other ethnic communities to join both the working committee and the forum.
Aims and Objectives
· Hold structured and facilitated conversations around ethnicity and race across Medway
· Act as advisory group to non BAME ally colleagues
· Support Medway in meeting its statutory obligations regarding its duty under the Equality Act 2010.
· Support workforce development to seek an enhanced and fresh approach to anti- racist, anti-oppressive and unconscious bias training
· Work with HR to identify and remove the barriers to career progression of BAME staff
· To support HR in managing and acting on reports of racism and oppressive practice
· Work with HR on reviewing recruitment and retention policies to attract, recruit and retain BAME candidates, to ensure that there is equal representation of BAME staff at all levels of the organisation, including senior management and governance.
· To provide a safe platform/sanctuary to discuss and support staff to report incidents of racism and oppressive practice
· To develop our Allyship with other colleagues who wish to support the progression and inclusion of BAME staff
· To periodically support Medway in reviewing and developing wider equality/diversity policy
· To work collaboratively with other groups, including but not exclusively, the woman’s group, the Disabled Workers and Carers Network (DWCN) and the LGBTQ forum.
· To share our expertise, skills and knowledge with each other and offer mentoring/coaching opportunities
· To assist the Equalities Board in meeting its aims and objectives.
Medway Disabled Workers & Carers Network Forum (DWCN)
The Medway Council Disabled Workers and Carers Network (DWCN) is made up of employees who have a disability, impairment or long-term limiting illness, health condition or are a carer for a person with a disability, impairment etc.
You do not need to consider yourself a carer or to have a disability, nor do you need to have declared your situation to join the network.
The forum supports all of its members and acts as a consultation body on council policies and training issues. 
The network aims to:
· Meet once every six weeks to discuss awareness, current issues and to encourage and support members
· Membership is voluntary: no forms are signed and no money is collected
· To consider ways that we can raise awareness across the council, remove barriers faced by individuals and empower these employees to thrive in their job
· Act as a consultation body on council policies and training issues which affect disabled employees on an ongoing basis
· To support management in preventing any issues involving carers and disabled employees in the workplace
· Be a source of information and guidance on disability issues for carers and disabled employees, their colleagues and their managers
· Raise the profile of disabled staff and highlight their positive role within the council
· To provide The Equalities and Access Group with the network’s perspective on policies and contribute appropriately to council-wide initiatives on equalities issues, etc.
Medway Council have also been awarded as a Disability Confident Employer.
The Lesbian, Gay, Bi-sexual Transgender & Questioning and Intersex (LGBTQI+) Workers’ Forum
The Medway Council LGBTQI+ Workers’ Forum is made up of employees who either identify as LGBTQI+, or who consider themselves an ‘ally’ – this may be because they have friends, family members or close colleagues who are LGBTQI+. Membership is voluntary: no forms are signed and no money is collected. 

The Forum seeks to promote awareness and opportunity for LGBTQI+ employees within the Council, as well as promoting acceptance and awareness of LGBTQI+ issues and discouraging prejudice and discrimination on the grounds of sexuality.   

The network aims to:
  
· Meet once every three to six weeks to discuss awareness, current issues and to encourage and support members.  
· Consider ways that we can raise awareness across the council, remove barriers faced by LGBTQI+ individuals, and empower these employees to feel comfortable and thrive in their jobs. 
· Act as a source of support and advice for LGBTQI+ employees who may need it. 
· Act as a consultation body on council policies and issues which affect LGBTQI+ employees on an ongoing basis. 
· Support management in preventing any issues involving LGBTQI+ employees in the workplace. 
· Be a source of information and guidance on LGBTQI+ issues for employees, their colleagues and their managers. 
· Raise the profile of LGBTQI+ staff and highlight their positive role within the council, while remaining sensitive to those who may not feel comfortable with ‘coming out’ to their colleagues. 
· Provide The Equalities and Access Group with our perspective on policies, and contribute appropriately to council-wide initiatives on equalities issues, etc. 


The Gender Equality Forum

The Gender Equality Forum is made up of employees who share a vision and want to support and forge a gender equal world. 

Participation is voluntary: no forms are signed, and no money is collected. The forum supports all of its members in a number of ways:
· Act as advisory group to allies
· Advise Medway council on how it is meeting its statutory obligations regarding its duty under the Equality Act 2010
· Working with HR to identify and remove the barriers to career progression of female staff
· Raising awareness of organisational, local, national and global issues that affect any gender
· Working with HR on issues of recruitment and retention policies and their impact on gender
· Providing a safe platform to discuss relevant issues
· To work collaboratively with other groups and forums
· To share our expertise, skills and knowledge with each other
· To assist the Equalities Board in meeting its aims and objectives
· To support Medway in reviewing and developing wider equality/diversity policies

The Immigration Act 2016
As an equal opportunities employer Medway Council actively seeks to provide equal opportunity and access to all.  Whilst the council has put into place procedures to avoid discrimination in its recruitment processes it must at the same time also ensure that the people we take on have a legal right to work in the UK.  
From 1 January 2021, non-British and non-Irish nationals who do not already hold a UK immigration status will be required to obtain a visa in order to be able to work in the UK.  A new points-based system will be implemented which will treat EEA and non-EEA citizens equally.  For further information please visit the UK Visas & Immigration website. 

Politically restricted posts

The Local Government and Housing Act 1989 and Regulations made under the Act places restrictions on political activity for officers on Range 6/SW3 or above.  The main restrictions of the Act and Regulations are summarised below:-

(A)	The postholder is disqualified from becoming or remaining a member of a local authority	

(B)	The postholder may not in regard to election to:-

· a local authority or
· the Scottish Parliament or
· the Welsh Assembly
· The House of Commons or
· The European Parliament

(i)	Announce (or authorise anyone else to announce) his/her candidature for election to any of the above.

(ii)	Canvas on behalf of a political party or for a person who is or seeks to be a candidate for election to any of the above, both inside and outside the Council’s boundaries.

(iii)	Act as an election agent or sub-agent for a candidate for election to any of the above

(C)	Speak in public with the apparent intention to affect public support for a political party or to publish or edit or authorise or permit another to publish or edit any such written or artistic work which has the apparent intention of affecting public support for a political party.

(D)	Be an officer of a political party or any of its branches or a member of any of its committees or sub-committees where the duties will be likely to require participation in the general management of the party or branch or acting on behalf of the party or the branch in dealings with non-party members.

Application may be made to the Council’s Standards Committee by the postholder for exemption from the above.

MEDWAY COUNCIL - Rehabilitation of Offenders Act 1974 (Exceptions Order) 1975 (as amended 2013) “The Act”

Treatment of Ex-Offenders - Information For Candidates

Introduction

At Medway Council we aim to promote equality of opportunity for all with the right mix of talent, skills and potential, and welcome applications from a diversity of candidates.  Criminal records will only be taken into account for recruitment purposes when they are relevant to the post for which you are applying. Otherwise, consideration for employment will be on merit and ability.

Details of Criminal Records

Under “The Act”, job applicants do not have to disclose information on certain convictions after a set period of time, i.e. when they become ‘protected’.

A conviction or caution will not be ‘protected’ if it is for a ‘listed offence’ identified in ‘The Act’. There are more than 750 listed offences including terrorism, human trafficking, serious violent and sexual offences, and other offences which are of specific relevance to the safeguarding of children and vulnerable adults. The list can be found on the Disclosure and Barring Service (DBS) website.

We ask for details of any ‘unprotected’ criminal convictions you may have.  If you have an ‘unprotected’ criminal conviction we will look at it in relation to the job you have applied for before making a decision.  We will treat it in the strictest confidence.

However, there are specific job categories, which are exempt under the provisions of the Act.  This means that you must declare ‘protected’ or ‘unprotected’ convictions for work in these categories.  Failure to disclose any ‘protected’ or ‘unprotected’ convictions may result in an offer of employment being withdrawn.  If already appointed, you could be dismissed without notice.  If you are applying for a job in any of the following categories, you must disclose all details of any police caution, or criminal offence:

· Work involving any access to children, for example, school based staff, youth Service etc., or work involving the provision of services to persons under the age of 18 which includes social services, care, further education, leisure and recreational facilities and the provision of accommodation as defined as a regulated position.

· Work involving the provision of social services to persons:

· over the age of 65;
· suffering from serious illness or mental disability of any description;
· addicted to alcohol or drugs;
· who have a sensory impairment;
· who are substantially and permanently disabled by illness, injury or
           congenital deformity.

Any information that you may give will be strictly confidential and will be considered only in relation to this or similar exempted jobs within the Council, for which you may be considered. 

DBS Checks

In addition to you volunteering any information, all appointments to the above posts are subject to a criminal disclosure, and will only be made upon receipt of a satisfactory disclosure.  The DBS standard and enhanced disclosure will detail cautions, reprimands and formal warnings, as well as convictions. If the post is subject to an Enhanced Disclosure, other relevant non-conviction information is disclosed such as police enquiries and details of any prosecutions pending.  

The advert specifies which level of disclosure check will be required for the post you are applying for.  There are two types of check, these are:

(1)	Standard Disclosure: will reveal any spent or unspent convictions, as well as caution, warnings and reprimands and for those applying for a childcare position, whether the person is included on the list of those considered unfit to work with children held by the DfES (Department for Education and Skills).

(2)	Enhanced Disclosure: issued to those who are applying for posts exempt under ‘The Act’, and who will be working in positions which entail regularly caring for, training, supervising or being in sole charge of persons under 18, or in positions which are specified in Regulations made under the Police Act as working with "vulnerable" adults. 

An Enhanced Disclosure will disclose other non-conviction information such as police enquiries and details of any prosecutions pending.  

Subsequent checks

Further criminal disclosure checks will be obtained at three yearly intervals whilst the employee remains in a relevant post.  If a criminal record is subsequently disclosed an investigation will be carried out to ascertain whether the employee is suitable for continued employment in the post.

Treatment of Ex-Offenders

In order to ensure the proper use of disclosure information the council has a policy on the recruitment and treatment of ex-offenders.  The main principles are detailed here but a full copy is available on request to HR Services, Medway Council, Gun Wharf, Dock Road, Chatham, Kent, ME4 4TR.

Security of Disclosure Information

In accordance with the DBS Code of Practice, the council has a policy for ensuring this information is held confidentially and securely.  If a disclosure is issued and an individual wishes to query the accuracy, it is possible to do so through the Disclosure and Barring Service.

The DBS Code of Practice is published on the DBS website.
Rehabilitation Periods

The following sentences are deemed as never being ‘protected’ and must be declared regardless of what type of job you are applying for:

· imprisonment for life;
· preventive detention;
· detention during Her Majesty’s pleasure or for life under s.205(2) or (3) of the Criminal Procedure (Scotland) Act 1975, or for a term exceeding 30 months passed under s.53 of the Children and Young Persons Act 1993 (young offenders convicted of grave crimes), or under the Act of 1975 (detention of children convicted on indictment), or a corresponding court martial punishment;
· custody for life.

For the posts requiring a disclosure and barring service disclosure, all ‘protected’ convictions are required to be disclosed.  Having an 'unprotected' conviction will not necessarily bar an applicant from employment, this will depend on the circumstances and nature of the offence (s).  

The Following List includes sentences which are subject to rehabilitation under “The Act”


	Sentence
	End of rehabilitation period for adult offenders 
	End of rehabilitation period for offenders under 18 at the date of conviction

	A custodial sentence1 of more than 30 months, but not more than 48 months
	Seven years from completion of the sentence
	42 months from completion of the sentence

	A custodial sentence1 of more than six months, but not more than 30 months
	48 months from completion of the sentence
	24 months from completion of the sentence

	A custodial sentence1 of six months or less
	24 months from completion of the sentence
	18 months from completion of the sentence

	Removal from Her Majesty's service1
	12 months from the date of conviction
	Six months from the date of conviction

	A sentence of service detention1
	12 months from completion of the sentence
	Six months from completion of the sentence

	A fine
	12 months from the date of conviction
	Six months from the date of conviction

	A compensation order 
	The date on which the payment is made in full 
	The date on which the payment is made in full 

	A community or youth rehabilitation order1 
	12 months from the last day the order has effect2
	Six months from the last day the order has effect2

	A relevant order1 
	The last day the order has effect2
	The last day the order has effect2

	1As defined by s.139 of the Act
2Where no provision is made by a community or youth rehabilitation order or a relevant order for the last day the order has effect, the rehabilitation period for the order is the period of 24 months from the date of conviction.




Assessing the relevance of criminal records

In assessing a candidate's (with a criminal record) suitability for employment, depending on the nature of the job and the details and circumstances of any convictions, the council will take into account their skills, experience and conviction circumstances and weigh it against the element of risk for the job.   For example, paedophile, or child pornography offences would disqualify anyone required to work with children; some violent offences would be relevant to positions involving unsupervised contact with the public, fraud would be considered in relation to posts involving the handling of money, and theft in relation to posts involving the handling of stock.  These are a few examples and the list is not exhaustive.

Whilst it may not be possible to carry out a complete assessment on each individual, the Council will ensure that the following issues are taken into account when assessing the suitability of an applicant with a criminal record for a vacancy.

· the seriousness of the offence and its relevance to the safety of other employees, customers, clients and property;

· the length of time since the offence occurred;

· any relevant information offered by the applicant about the circumstances which led to the offence being committed, for example the influence of domestic or financial difficulties;

· whether the offence was a  one-off, or part of a history of offending;

· whether the applicant's circumstances have changed since the offence was committed, making re-offending less likely;

· the country in which the offence was committed, some activities are offences in Scotland and not in England and Wales, and vice versa;

· whether the offence has since been decriminalised by Parliament;

· the degree of remorse, or otherwise, expressed by the applicant and their motivation to change.

If it is the case that following a criminal disclosure check, information provided by the Disclosure and Barring Service contradicts that provided by the applicant, this will be discussed as part of a post-interview process with the applicant and recruiting manager.

Existing Employees

In cases where someone has been employed, and during the course of their employment it is discovered that they have failed to disclose an 'unprotected' conviction, this will not necessarily lead to dismissal.  Existing employees should read the relevant statement in the Council's Working for Medway Guidelines for Staff.  Only after a full appraisal of the situation, including the risks involved, will dismissal be considered.  It will first be established whether the criminal record is relevant to the post.  If an employee deliberately withholds or has withheld criminal record information to gain employment, appropriate disciplinary procedures should be considered.  Where it is considered there is a significant risk, the employee may be redeployed to a more suitable job. Evidence of previous convictions will not be used to dismiss a person for other reasons, including poor job performance.
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