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[bookmark: _Toc204081651]1. Application Guidance
Thank you for your interest in working for Hartlepool Borough Council. This is your opportunity to join a top performing Council in the North East and with over 2,000 employees, we are one of the largest employers in Hartlepool.
The Council as an employer understands the importance of its workforce in providing the best services we can to the people of Hartlepool and as well as promoting equality, diversity and inclusion and flexible working practices including hybrid working, we are able to offer a wide range of support and benefits.
You can find a list of more than 30 employee benefits - here - including access to our employee benefits platform Vivup.
We are a Disability Confident Leader having achieved the highest level of the award.
We have achieved both Ambassador status and are certified to the Maintaining Excellence standard, the highest level for the The North East Better Health At Work Award.
Our CARING values underpin everything we do – here.
Please take the time to read this guidance as well as the GDPR statement which sets out our policy on what we do with the information we collect from you as part of the application process.
[bookmark: _Toc204081652]2. Application Form and Supporting Documentation
Job Description – this outlines the purpose of the job and the main duties involved.
Person Specification – this lists the essential and desirable criteria that you would need to meet and is a key document against which applicants are measured throughout the recruitment process. You should ensure that you describe how you meet the essential requirements of the role within the application form.  
Application Form – completing the application form ensures you supply all of the information we need to enable us to assess your potential suitability for the role.  It is important that you comply with our requirements by completing the application in full and promptly answering any queries we may have on your application.  Failure to assist with enquiries will lead to your application not being considered.
AI Guidance for Applicants – When applying for a job with the Council, it is important that your application is your own for any part of the recruitment and selection process e.g. application form; pre-prepared presentation.  While AI can be useful for things such as checking spelling, grammar or to help structure your answers, relying on it too much, especially to write your answers, could reduce the chances of you being shortlisted for a role.  We want to hear about your real experiences and achievements, and you should make sure that everything you write is true and personal to you.  You should ensure that your supporting statement aligns with your actual skills and experience, and you should be ready to talk about what you have written at interview.
Please do not
· Copy and paste answers straight from AI without personalising or editing them
· Use AI to try and sound perfect – we need to hear your voice and understand your real strengths
· Inflate or create skills or experiences you don’t have – you need to be honest about what you have done and what you are able to do

Remember, the best applications are honest, personal and authentic.  It is normally clear when parts or all of an application are not genuine and this will become even more obvious during an interview.  Over reliance on AI could impact your chances of securing a role with the Council.
[bookmark: _Toc204081653]3. How the Recruitment Process Works
A shortlisting panel will assess your application against the essential criteria on the Person Specification.  Should it be necessary to reduce the number of candidates for interview, the panel may also look at the desirable criteria.
Equality information that you submit as part of your application is not seen by the panel at this point and does not form part of the shortlisting process.  
Shortlisted candidates will then be invited for interview and will be advised if they are required to undertake any additional activity as part of the interview process e.g. test, observation, presentation etc.
[bookmark: _Toc204081654]4. Safer Recruitment
Safer Recruitment posts involve working with children, young people or vulnerable adults.  Safer recruitment measures include rigorous checking of information you supply about yourself in your application e.g. verifying employment history, qualifications, references, enhanced Criminal Record / Barring List Check and assessment of your suitability in light of safeguarding and promoting the welfare of children, young people and vulnerable adults.
When applying for a safer recruitment post the Council reserve the right to request a reference from your current or most recent employer and any previous employer/education establishment, regardless of whether you have named them as a referee.  We will ask questions about things such as your discipline record, your suitability to work with children, young people and vulnerable adults and details of any allegations or concerns they may have about you.
A Criminal Record Check / Barring List Check via the Disclosure and Barring Service (DBS) will only be made in the event of you being successful at interview and given a ‘conditional offer’ of employment.  A criminal record will not necessarily be a bar to obtaining a post and applicants will not be unfairly discriminated against on the basis of information received through the disclosure process.
[bookmark: _Toc204081655]5. Rehabilitation of Offenders Act 1974 (as amended)
If the position you are applying for is a safer recruitment post it is exempt from the Rehabilitation of Offenders Act 1974 (as amended) then you must declare all convictions and bind-overs, including those regarded as ‘spent’.  This information is not used for shortlisting but if you are shortlisted it is expected that you are open and honest at the interview and disclose the issue(s) to the interview panel.  It would be helpful if you brought any information you have regarding the matter e.g. a previous DBS certificate.
The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain posts, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
[bookmark: _Toc204081656]6. Right to Work and your Identity
As an employer we are required by law to ensure you have the right to work in the United Kingdom and as such you will be asked to provide evidence of this at interview regardless of your nationality.  Please ensure you complete your personal details accurately and that you state your nationality, i.e. the country of which you are a legal citizen.  
HBC are not currently a Sponsor employer therefore we are only able to accept applications from people who have the right to work in the UK and all successful applicants will be required to provide evidence of this right before starting work.  A list of acceptable documents is provided in Section 13 below.
[bookmark: _Toc204081657]7. Public Sector Pension
The Council will generally not re-employ or engage any individual under a contract of employment whom has previously been employed by Hartlepool Borough Council and left with the benefit of a severance, early retirement or redundancy payment under voluntary arrangements, unless it is in the best interests of the Council to do so or there are exceptional circumstances which would justify doing so.
[bookmark: _Toc204081658]8. Disability Confident Scheme
As an employer the Council is committed to the Disability Confident Scheme and aims to make the most of the opportunities provided by employing disabled people. Applicants who report a disability and who meet the essential criteria outlined within the person specification will be guaranteed an interview in accordance with the guaranteed interview scheme.
[bookmark: _Toc204081659]9. Armed Forces Covenant
In 2019 the Council signed the Armed Forces Covenant and obtained Gold Award status, under the Ministry of Defence Employer Recognition Scheme (ERS), in recognition of its commitment to supporting the armed forces community and efforts to inspire others to do the same. As part of this commitment current serving and ex-Armed Forces personnel who meet the essential criteria outlined within the person specification will be guaranteed an interview in accordance with the guaranteed interview scheme.

[bookmark: _Toc204081660]10. Reasonable Adjustments
We are fully committed to providing a fair recruitment process for all.  To do this, we need to know if you feel that there is anything that may prevent you from demonstrating your full potential and we will aim to make reasonable adjustments or arrangements to any part of the recruitment process.
[bookmark: _Toc204081661]11. Complaints about the Recruitment Process
If you are unhappy with any part of the recruitment process, then please contact HR@hartlepool.gov.uk and an attempt will be made to resolve your complaint.
If you are an external applicant and are not satisfied with the attempts made to resolve the problem you can then make a formal complaint via the Council’s Corporate Complaints Comments Compliments Procedure which can be found on the website www.hartlepool.gov.uk or by telephoning 01429 266522.
[bookmark: _Toc204081662]12. Data Protection
The personal data / information you provide on the application form will be used to assess your suitability for the post and will be viewed only by those involved in the recruitment process.  Please read the GDPR Applicant Privacy statement. Further information in relation to Data Protection is available on the Council website.

[bookmark: _Toc204081663]13. Right to Work – Acceptable Documents
List A
1. A passport (current or expired) showing the holder is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.
2. A passport or passport card (in either case, whether current or expired) showing that the holder is an Irish citizen.
3. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
4. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.
5. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
6. A birth or adoption certificate (short or long) issued in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a government agency or a previous employer.
7. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together 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 certificate of registration or naturalisation as a British citizen, together 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 - Group 1
1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.
2. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules.
3. A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together 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 - Group 2
1. A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules (known as the EU Settlement Scheme) on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.
2. A Certificate of Application (non-digital) issued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to the immigration rules (known as the EU Settlement Scheme), on or after 1 July 2021, together with a Positive Verification Notice from the Home Office Employer Checking Service.
3.   A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man showing that the holder has made an application for leave to enter or remain under Appendix EU(J) to the Jersey Immigration Rules or Appendix EU to the Immigration Rules (Bailiwick of Guernsey) Rules 2008, or Appendix EU to the Isle of Man Immigration Rules together with a Positive Verification Notice from the Home Office Employer Checking Service.
4. An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.
5. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in question.
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