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Your application and our recruitment process 
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The application form
Your application form is very important - the information you provide is what we will use in deciding whether or not you will be shortlisted for the selection process.  The application form asks you for your personal details, your qualifications and education history and asks you to outline how you think you meet the requirements for the post.
Please do not send in a CV unless the advert for the post specifically asks you to do this – only completed application forms will normally be considered.
In line with the Council’s Environmental policy and our commitment to reducing our carbon footprint we will contact all  candidates by email via the email address provided in your application.  Please ensure you access your email account regularly to receive any correspondence from the Recruitment Team regarding your application.

The job description

The job description outlines the activities, functions and responsibilities of the post.
The person specification
The person specification highlights the skills, knowledge and abilities needed for the job.  It may also indicate information about the means by which the requirements will be assessed, either via the application form, by interview or by testing.  When you complete your application form you will need to explain how you think you meet each of the essential requirements listed in the person specification. Criteria followed by an ‘S’ indicate those which will be used to shortlist your application.  If you are shortlisted and invited for an interview, you will be assessed on all of the criteria.
Try to give practical examples from either your personal or working life wherever possible.  Give examples of the work you have been involved in and write in a positive way. Always remember to write about your individual responsibilities, e.g. ‘I was responsible for…’; ‘I introduced…’ Always gear your application to the specific job and ensure it is relevant to the person specification. 

When you complete the online application form, it will be automatically e-mailed back to us. You will receive notification that your form has been received. Always save a copy of your application form for your own reference.   
Applicants with a disability 
We are a Disability Confident employer (former Two Ticks Scheme). If a candidate applies under the scheme meets the minimum shortlisting criteria, they are guaranteed an interview. On our application form, there will be an option for candidates  to advise  if   they are applying under the Disability Confident Scheme.  The Council is committed to providing reasonable adjustments for candidates at interview. Please ensure you let us know if you require any reasonable adjustments at interview on your application form, so we ensure these are put in place for you.
Shortlisting 
Completed application forms are matched against the requirements outlined in the person specification.  Only people who have demonstrated in their application form that they have met all the shortlisting criteria on the person specification can be shortlisted for interview.  Managers may decide where relevant to carry out a testing exercise, before inviting people to interview. This is a popular approach when managers receive a large response to an advert. On these occasions, hiring managers will sometimes complete a longlisting exercise before inviting people to a formal interview. 
Uploading a CV is optional and your application will be considered equally regardless of whether or not you upload a CV. If you upload a CV, it does not replace completing the application form and you should not refer readers of your application form to your CV.
The interview
There will be a minimum of two individuals  on the panel. The questions that they will ask will be around the requirements listed in the person specification.  Before you attend your interview ensure you are familiar with your application. Read through the job description and person specification and anything else that may have been sent to you.  

The interview Panel will try and put you at ease.  The length of the interview will depend on the type of job you are applying for, but will generally last between 30 to 60 minutes.  Most of the interviewers will take notes throughout the interview.  

 Other selection methods 

Sometimes we may use other means of selection for the job you are applying for. You may be asked to do an aptitude test, psychometric tests or for some vacancies you may be asked to undertake an in-tray exercise to demonstrate how you would prioritise work or a presentation.  Sometimes you may be asked to participate in group exercises to see how well you would work as part of a team.  You will receive prior notice, if we require you to undertake a test at interview.
Advising you of the outcome

All interviewed candidates will be notified by telephone (from a member of the interview panel) about the outcome of the interview.  The interview panel should advise candidates at the interview when they should receive an outcome.  All candidates will also receive a follow up email from the Recruitment Team confirming their interview outcome.The successful applicant will also receive written confirmation of the offer within 5 working days.This will be sent by email.   

If you are offered a job
Any job offer is subject to a number of clearances including but not limited to, satisfactory medical and references; eligibility to work in the UK; DBS check if the job involves working with children or vulnerable adults; and proof of qualifications. We advise candidates not to hand in their notice at their current workplace until we have advised them that we have received all clearances and that they have been cleared to start .
Fair recruitment 
We try to ensure that every stage in our recruitment process is fair. If you are not successful at the interview stage of the process and would like more detailed feedback from the hiring manager please email the Recruitment Team who will forward your request to the relevant manager . 
If you have worked for Lewisham Council before but had to retire early due to ill health or took voluntary redundancy, you will not usually be re-employed for a period of 2 years after you left. 
If you left under compulsory redundancy, you will not usually be re-employed for a period of 1 year after you left.
The borough of Lewisham
Lewisham is an up-and-coming place with something for everyone. It stretches from the River Thames in the north down to Crystal Palace and Beckenham Place parks in the south.  More and more people are choosing to live and work in Lewisham, thanks to the unique mix of urban cultural life and suburban areas. The area offers as much peace and quiet or hustle and bustle as you require.  It all depends where you look.  For much-needed chill out time, there are award winning parks and open spaces to explore. 
The Laban Dance Centre, Horniman Museum and Broadway Theatre offer a culture fix. On the other hand, if you’re looking to let off steam, then there are plenty of bars, restaurants and cafes. Lewisham is one of London’s best-connected areas offering frequent trains to and from Waterloo East, London Bridge, Charing Cross, Blackfriars, Victoria and Cannon Street. 
The Overground  connects New Cross to Surrey Quays and Whitechapel, while the Docklands Light Railway connects travellers to Canary Wharf, Tower Hill, Bank and the London Tube network.  
Why work for us?
If you want to affect real change and help build something truly special then Lewisham is the place to be.  We are a Council that values people who are adaptable, innovative and seek to make a positive change.  We positively encourage continuous learning and development, and you will have the opportunity to do this both in your role and through a range of development opportunities and programmes. 

Work-life balance 
The Council believe that time away from work is just as important as the hours you spend serving the community. This is why we try to be as flexible as possible in giving you the work-life balance you need to enjoy your time in the borough. Employees enjoy a range of excellent benefits.  These apply to everyone whether temporary or permanent.  

Benefits 
Pension
The Local Government Pension Scheme changed in April 2014 from a ‘final salary’ scheme to a ‘career average’ scheme. Your employer pays into the fund on your behalf and you will be covered for a range of benefits which include:

· a career average pension

· ill-health benefits

· immediate death cover

· widow's/widower's/registered civil partner's pensions
· children's pension

Teachers and Lecturers who are eligible to join the Teachers’ Pension Scheme - information about the Teachers’ Scheme is available from Schools HR who can be contacted on 0208 314 7388.

Annual leave - Generous annual leave (in addition to statutory and public holidays) from 26 days to 34 days depending on length of service.  Annual leave for part-time and job share employees is calculated on a pro-rata basis according to the hours worked. 
Flexible working - The Council positively encourages flexible working and work life balance aimed at supporting individual employee requirements within the context of meeting service delivery needs. A range of schemes are in place including flexitime, part time work, term time work, home-working and job sharing. 
Family friendly policies - the Council offers excellent maternity benefits including maternity leave, paternity leave, adoption leave and childcare vouchers.  Special leave is also available to deal with family emergencies. 
Interest free employee loans - employees can take advantage of interest free season ticket and bicycle loans.
Childcare Vouchers - All working parents with children aged under 16, are eligible for Childcare Vouchers. Tax efficient savings of up to £1196 per annum (depending on individual circumstances) are available to eligible Council staff. 
Employee credit union - ‘Crownsavers’ is a credit union which offers easy ways to save via payroll deduction and borrowing facilities at interest rates below those of commercial banks. 

Discounts with local stores - The Council has negotiated an impressive range of savings at local restaurants, cafes, DIY stores, hairdressers, dry cleaners, cycle shops and many more places.  
Learning and development - The Council believes in “lifelong learning“ and is committed to develop the potential of all its employees, not only for their current jobs, but also for their future employability.  
Membership of a trade union/employee groups - The Council, as a good employer, supports the system of collective bargaining and believes in the principle of solving employee relations issues by discussion and consultation. All employees have the right to join a Trade Union and take part in its activities as well as the employee groups such as, the Black and multicultural staff forum, the Disabled staff forum, the Young employee network, the Environment champion network and the Lesbian, gay, bi-sexual and transgender (LGBTQ+) employee forum. 
Smoke-free working environment - Smoking is not permitted in Council buildings or during working hours.
Probation - confirmation of appointment and access to interest free loans is subject to a satisfactory probation period of 6 months (12 months for Newly Qualified Social Workers).
Code of conduct - all employees are subject to the Council’s Code of Conduct which outlines the responsibilities and professional conduct expected of all employees. 
Health and safety policy - the Council aims to ensure a safe working environment for all its employees through the implementation and monitoring of its health and safety policy, and by providing training and safe working practices guidance where appropriate.
Creating an inclusive Lewisham 
A core value of Lewisham Council is to 'draw on the diversity of our communities to create a more inclusive Lewisham'. We believe that freedom from discrimination and equality of opportunity are fundamental rights and that each person should be valued regardless of race, gender, disability, sexual orientation, religion or belief, gender re-assignment, marriage & civil partnership, pregnancy & maternity, or age. Social inclusion lies at the heart of everything we do as a Council in our roles as an employer, a provider of services and a community leader.
We will develop and promote policies, services and actions that will contribute to making a real difference
We will: 
· Develop and provide services for all according to need without prejudice or bias
· Work in partnership with all sections of the community
· Celebrate the variety of lifestyles and cultures within our borough
· Monitor and review our policies and procedures using an equalities perspective supported by equalities impact assessments
· Employ a workforce that represents the makeup of the borough’s population
· Provide an accessible and safe working environment that values and respects the identity and culture of each individual
· Provide clear, meaningful information about Council services in formats and styles which best meet people’s needs
· Work with others to provide an environment free from harassment and violence
· Find ways to involve all parts of the community in our decision-making processes

February 2019
[image: image8.jpg]



PAGE  
1

