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Applicant guidance notes
1.  Working with City of York Council - A Council to be proud of

Thank you for your interest in working with City of York Council (‘CYC’).
You are important to us and we want you to make the most of your job
application. We have put this guide together to help you complete an
your application, so please read it carefully before beginning.

CYC’s top three priorities:

e A prosperous City for all
e A focus on frontline services
e A Council that listens to its residents

Our Values

It's really important to us that we have capable, confident people,
working positively for York. Therefore we all share a set of values to help
guide what we do and how we engage with our communities, our
residents and each other.

It will be important to you as an applicant to understand and reflect these
values throughout your application. It is also important as an employee
that you understand and agree with the values of our organisation

and are happy working with us.

Our values and behaviours framework describes what it means for every
one in the council to put our values into action.

Our three values are:

We work together
o We share information and knowledge
o We care about and respect others views
o We encourage and support each other
o We support and enable individuals and our communities

We improve
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http://www.guysandstthomas.nhs.uk/resources/careers/values-and-behaviours-framework.pdf

We challenge what we do and how we can do it better
We try new ways of doing things
We learn from our experiences, feedback and mistakes

O
O
O
o We are ambitious for our communities and our city

We make a difference

o We are honest about what we achieve
o We deliver on our commitments

o We communicate openly

o We make our actions count

CYC Equality Statement

We:

value diversity
challenge all forms of unfairness
aim to promote self-confident and harmonious communities

place fairness and inclusion at the heart of our strategies and
services.

To achieve this we will develop targets that will help us to:

reduce social, economic and educational disadvantage

move towards a more representative workforce and councillor
body.

We will:

listen to our customers and communities and not make
assumptions on their part

use our procurement, commissioning and grant-giving practices to
promote fairness and diversity

Equality of information

All applicants will receive the same information about the job and if a
contact person is given, all applicants are invited to phone for an
informal discussion about the job prior to applying for it. This may help
you decide if you meet all the criteria and whether you want to proceed
with an application.
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2. Prior to completing your application

Job compatibility

Please carefully read the job description and any other documents
relating to the role, to ensure that that the job and conditions are suitable
for you and your level of experience. If you are happy to apply for the
job, you may proceed through CYC'’s online recruitment system.

It is important that you fill in every section of the form as fully and
accurately as possible. Our decision on who to interview will be based
on the information you give in your application form.

All applications from both internal and external candidates, are
considered against the skills and knowledge requirements given in the
job description.

Documents and information

The application form will require a variety of information from you. We
strongly suggest that you find this information before you start, so that
you are not interrupted during the application process.

: The information required for an application includes:

e UK National Insurance number. If you do not have a UK
National Insurance Number, this field should be left blank.

e Employment history. You will need to give details of the places :
and dates of previous employment including job title and duties. :

e Education and qualifications. You will need to enter the dates,
grades and types of qualification which you hold, as well as the
details of the centres of learning where you obtained these.

e Referees. You will need to give the contact details including
postal and email addresses (and/ or telephone number) of two
referees, who will typically be your former employer, tutor,
teacher or other non- family member, depending on your
circumstance.
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This Guide

We advise you to keep this guide open on another screen or device, or
print it if you need to, so that it assists you as you go through the form.

Alternatively, you open the guidance via the ‘Application Guidance ‘ tab
on the Jobs search page.

Recruitment Privacy notice

City of York Council (CYC) will collect and store personal information
you submit to us via the recruitment website.

The privacy notice is subject to change and any changes to it in the
future will be notified on this page. By continuing to use this recruitment
site you are agreeing to such changes. We recommend that you check
the privacy notice and policy each time you visit the site.

https://www.york.gov.uk/privacy/Recruitment

A hard copy of the recruitment privacy notice is available on request,

Troubleshooting

You may need to switch to a new internet browser if you cannot fully
access CYC'’s online recruiting system. The system works best with the
following internet browsers:

e Internet Explorer (versions 8+)
e Firefox (versions 26+)

e Chrome (versions 32+)

e Safari (versions 6 or 7)

If you experience any difficulty in using the system, or would like
clarification on any part of the online procedure, then please send your
enquiry by email to recruitment@york.gov.uk or call 01904 551619.
Please note that queries or requests can only be responded to during
normal working hours, Monday to Friday 8.30am to 5pm.
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Logging into your CYC web recruitment account

Once you have clicked to apply online, you will be taken to a login
screen for the recruiting system. The way you log in will vary depending
on whether you are a new user, existing user or a CYC employee.

New users

New users need to create a user name and password. Click ‘New user
registration’.

A 1 NE dSLENSK SY TDUI UENULES [dNUdiory DEIUs WIICH Must De cormpieed

: asterisk symbol denotes mandatory fields which must be com
New user registration
App'y for IOb ils below in order to register. Your user name must be a minimum length of six characters
ngth of eight characters. We recommend you use a combination of alpha, numeric and upp

1 password. If you have forgotten your password please use th )
ation link.
Forename \ \
User Name | | * Surname | [
Email add
Password | |« mai adaress | .
Confirm emalladdress\ \ *
|::> New user registration User Name | | =
Forgotten your password? Password | |«
Confirm passwurd\ \ *
Log in Back
Submit Back

e Do not include accents or symbols (other than a hyphen for double
barrelled names) as these cannot be recognised by the system
and will corrupt your account and any applications submitted.

e Your user name must be at least six characters long. Your
password must contain at least eight characters. It is advisable that
you use a combination of alpha, numerical and upper and lower
case characters.

e Once you have registered, a confirmation email containing your
details will be forwarded to the email address you supplied. Please
keep this safe.

e In future, use these details to access your recruitment account, as
an existing user.

e If you are a CYC employee see ‘CYC employees’ below for how to
register.

V12 Mar 2019




Existing users

Existing users can login with the details used previously when
registering/applying.

Please enter your User name and password. If you have forgotten your password please use the link below. If you are a new
user, select the New user registration link.

UserName| | *

Password | | *

New user registration
Forgotten your password?

Log in Back

CYC employees

If you are an existing CYC employee who already has access to self
service, you should use this login and password to register.

If you are an existing CYC employee who doesn’t have access to self
service you will need to request one via iTrentSystemAdm@york.gov.uk

e Login (to the screen shown above), by using your CYC login
details i.e. User ID (used to log on the system) and password. If
you don’t do this, you will be processed as an external candidate
and as a result, information will not be autopopulated into your
application from your CYC account details.

¢ Any changes made to personal details, qualifications and equal
opportunities monitoring information when making an online
application will automatically update your personal record to reflect
the change if you have logged in using your CYC login.

e You should not under any circumstances allow anyone else to
use your login details to apply for jobs as this may cause your
own details on the iTrent HR/ Payroll system to be
compromised.

V12 Mar 2019



mailto:iTrentSystemAdm@york.gov.uk

Forgotten user name/ password and deactivated account

If you have forgotten your user name or password, you should click on
‘Forgotten your password?’ and complete the below screen, before you
incorrectly log in five times.

Apply for job Forgotten password

iils below and select Submit. You should receive an email within 5 minutes contair

1 password. Ifyou have forgotten your password please use th ur password. If you have attempted to login 5 or more times, your account will hav

TR +t recruitment@york gov.uk to request that it is reactivated. Being issued with a ne
| | account. Please note that queries or requests to reactivate accounts can only be
User Name * Monday to Friday 5.30 to 5pm.
Password | | & Email address | |«
New user registration Forename | | &
[::::::::j::> Forgotten your password? Sumame | .,

Login Back
Submit Back

You will be sent an email to reset your password. When you click
through that email to the password reset form, you will also see your
user name. You don’t need to change your password if it is just your
user name that you have forgotten. Follow the instructions on screen to
change your password (if required).

Existing users or CYC employees will only have five attempts to log in
. before their accounts are deactivated.

....................................................................................................................................................

If your account is deactivated, please iTrentSystemAdm@york.gov.uk
email to request that it is reactivated. At this stage the ‘Forgotten your
password?’ process will not reactivate your account. Please note that
gueries or requests to reactivate accounts are usually only responded to
during normal working hours, Monday to Friday 8.30am to 5pm.

Internal vacancies

Some vacancies are only open to City of York Council employees.
When you click on the ‘apply online’ button these vacancies will ask if
you are a CYC employee.
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Screening Questions

This post is only available to City of York Council employees. WwY@CYT workers, Explore, Be Independent and Veritau
employees are not eligible to apply for these posts. Are you currently employed by City of York Council?
No

— ~

O Yes O
If you are not a CYC employee you should tick NO — you will be unable
to apply for the vacancy.

Please note at the time of publishing this guidance employees of Veritau
and Explore York are not CYC employees. Work With York employees
can apply for internal jobs.

Job alerts

Once you have registered on the system you can also sign up to ‘job
alerts’. Job alerts auto-generate emails to you when any jobs come up
which might be of specific interest.

Step one: Choose your search criteria

Enter or select your interests in the different search boxes, as shown
below and enter Search

Job Search

‘o register with the website, you will first need to search for a vacancy and click on the Apply Online button. This will then take
ou to the registration screen

lease enter your search c@er SpeCiﬁC Seal’Ch Criteria in any one item in a list, select the multiple criteria
squired using the keyboar

or all of the search fields

‘o view all our current vacal

T

Job title Key words Salary band

[Administration] =] || |
L

Example: Social Worker, Example: Apprentice, Part-time,
Administrator, Teacher Primary School, Secondary School

under 10k

Employment Type Job categoryi/type Results per page
LA All 10
Casual Administration l—l
Fixed Term Adult Services
Permanent Apprentice
Temporary Benefits
Buildings & Construction ~

Care
Search <—‘

Step two: Save and review your job alert
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Once you have searched for your chosen types of vacancies, scroll
down to the bottom of the results page which appears and press “Click
here to save this search as a job alert”.

Click here to save this search as a job alert <

New search

Tl ——= T W ——all = T T ——.,

All job alerts that have been set up will show in your profile information.
You will be able to review your job alerts and set up new job alerts, at
any time.

Profile information .
You can remove any job alerts

you no longer want to receive.

Name Miss Joanne Reynolds

Email address joanne.reynolds@york.gov.uk

Job alerts

Please find below a list of your active job alerts, you may click the job alert name to run the search or alternatively you may
unsubscribe by clicking 'Remove’

All Remove

Job title: Administration Salary band: All Employment Type: Permanent Category Remove

3. Application form overview

Application summary

Once you have logged in and selected a job to apply for, you will see
your job ‘Application Summary’ page.
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Please complete the application pages as listed below. The icons will indicate wb

track your progress through the pages.

Application summary
HR OFFICER {SYSTEM SUPPORT)

Reminder to save frequently or lose
unsaved work at 60 minute time-out

This form will time-out if you have not saved any data for a 60-minute period. We strongly advise that you save your application

regularly by clicking on the Save & Continue button.

Click and
Application pages complete each
[~ Confirmation Statement Application
[~ Personal Details page to
[~ Employment Details progress

U Education, Qualifications & Traini
o Supporting Information
o References

Click to

o Equal Opportunities Monitoring

& Additional Details print or
&P Declaration preview at
any stage

Other options

EJ Print preview (Opens in new window)

For reference, the application closing date and job details are shown below

Brief job
details for
this role

Job details
Job title

Job reference CBSS4587612
Salary

Application closing date 16/06/2015

Guide to

application
icons

lcon guide

#*  Mandatory field.
ﬂ Help icon guide

{v 4 Mandatory fields complete.
V] / P

HR OFFICER (SYSTEM SUPPORT)

@ Mandatory fields incomplete. Complete all
Application
Pages to
The submit button will be activated when all mand q
completed. Mandatory fields are indicated by a Submit

be able to move through your applicatiol
completed.

Application
here

Selecting delete will permanently remove your application.

Delet:

Click here to permanently
delete this application from
your account

e The Application is divided into ‘Application pages’ which are listed
in the Summary. Click on any page to begin.

e When you start, each page will be marked &, showing that the

page is incomplete.

¢ Once you have completed the mandatory details in a page (as well

as any relevant, non-mandatory details), the page icon will be 4.

e You will only be able to ‘Submit’ your Application once all the

pages are marked &

e You must submit your application by 12 midnight on the closing

date.

e Areas marked * are mandatory fields (you MUST complete these).
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e A¥®inthe Application will give you additional information about
the field or question which it is next to. Hover your mouse cursor

over the ¥ icon to reveal the information. Please do not click on it.

e A standard application form will contain the pages shown above.
This layout may vary depending upon the post applied for and
additional disclosure questions may also appear. The correct form
for your chosen job will automatically generate.

Information which is retained for future use

Application information may or may not be retained in our system for
your future use:

¢ Any structured information entered will be retained for use in future
applications. This includes qualifications, employment history,
personal details and other information.

e The information is retained for use in future applications once the
first application has been submitted.

e Unstructured information entered within ‘free text’ areas is not
retained. This is primarily demonstrating how the applicant meets
the job criteria, memberships and training.

o We would recommend that you save this information outside
of the recruitment system if you want to retain it for future
applications.

e If you are logged in as a CYC employee, then any changes to the
personal details, qualifications or equal opportunities pages, will
automatically update your staff record to reflect these
amendments. If you are successful this information will be
transferred into your permanent record on our HR/Payroll system.
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4. Completing the application form

Once you have clicked into an application page, you can move through
the other pages using the buttons at the bottom of each page.

Save and go to next
Application page.

Save and go Save and go to

back a page. Summary page.

Previous & Save Summary & Save Save & Continue

Remember to save your application frequently, or before leaving a page,
as_the form will ‘time out’ every 60 minutes after it was last saved or
logged in. Any unsaved work will be lost.

Please complete every page and section of the form as fully as you can
by answering every relevant question, selecting options from drop down
boxes and providing as much detail as possible in your responses.

Page One: Confirmation statement

Whether you complete this page first or last, you will have to confirm you
have read this guide. Click on the drop down box and confirm that you
have done so. Then save the page.

Page Two: Personal information

It is essential that you complete this section as fully as you can, as
missing information may delay the recruitment process.

Personal details:
Give as much information as possible. Some details will already be
complete from your registration or past application details.

Title | Please select v|*

Surname | |*
Forename | |*

Enter your UK
National Insurance
Number. Leave
blank if you do not
have one.

Forename 2 |

Preferred name |

|
Forename 3 | |
|
|

Previous surname ‘

Social securty numper |
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Address details:
Give as much information as possible. Some details may already be
complete from past application details.

House Name |

/Click ‘Add’ to update your\

Ensure you Number/Streat | :

advise of the Local Area | | address changes. Only
address type POSTTOWN | | add a further address if
from the drop COUNTY | | the first is not your
down menu POSTGODE | | mailing address, or
and tick if this Country [Please select ~|  another address is

is your mailing

address.

ddress type |Please select v essential.
Mailing address &
Add Remove

If you have applied for a vacancy within the last 6 months, or you have
applied via your iTrent Self Service login, your details should appear
below. Please review and, if necessary, update these details by
selecting ‘Edit’.

AUUILIS LY Pe | FISAss 3TICLL W

Mailing address [

Add Remove
S

If your main address ha
changed since your last
application, or you have

made a mistake, click
‘Edit’ to amend

Edit

Contact details:

Our preferred method of contact during the recruitment and selection
process is via email so please provide an email address that we can use
for this purpose.

Please check your junk/spam mailbox regularly as some of our emails

are system generated and may not be recognised by your email account
provider.
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Some details may already be auto populated from past application
details.

This will be used for all _future Our primary contact method is
From the correspondence regarding your .
. application. by email. Please check your
dropdown list you Email address helena.jones@york.gov.uk emails regularly.
may choose
another, Please provide us with an alternative contact method

secondary form of
contact and enter
the details here.

Contact type [Please select v|*

Contact detail | |* @

Add Remove

Click to remove existing
secondary contact details.

As shown in the ‘Address details’ above, any saved contacts will appear
below the ‘contact’ box. Please review and, if necessary, update these
details by selecting ‘Edit’.

Page Three: Employment details

All past employment history should be given with full contact details. You
may want to put fewer details of past roles if you have a long
employment history.

A brief explanation of your main duties and responsibilities in a role
should be given. You will be limited to 2,000 characters (including
spaces). If you wish to give more detail on a role you may do so in ‘Page
Five: Supporting information’.
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Employment History

If no employment history enter

“n/a” in mandatory (*) text fields
and “01/01/1900” in mandatory
date sections.

Click calendars to
find a date or type
in the date in the
format

Job title |

Employment start date
- 1 i aloalmba [ ]

Ay name |

dd/mm/yyyy.
House Name | L] | *

Number/Street | |*
Enter a brief Local Area | |
description of POSTTOWN | |
your main duties COUNTY | Click ‘Add’ to record
and POSTCODE | the details of each role
responsibilities. (or non-employment

Country |Please select

You will be limited . history) and to keep
to 2000 Job details “1' adding more jobs as
characters aporooriate.

(including
spaces).

ason for leaving |Please select V|

Salary | 9

Add Remove

All periods of unemployment or gaps in employment you have not listed
in this section, of three months or more, must be explained in the
‘Employment History Gaps’ section.

Employment History Gaps

Please account for any gaps, of 3 months or more, in your employment history including ai
abroad. You should include from and to dates.

. . N
Gaps in employment history | Please select v Gter a brief description giving

If yes, please give details the dates and an explanation of
any gap(s) in employment
history including travel, career
breaks, redundancy etc.

Page Four: Education and qualifications

On this page you can enter any qualifications you feel are relevant or
necessary for the post you are applying for.
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Education, Qualifications & Training

Page 4 0f 9

Please provide details of qualifications relevant to this application. Qualifications will be verified on ap Enter the nhame Of the
school, college or

Education & Qualifications university where you
If ble to find lification in the d d lists, pl ide full details in the addi|
bgrlg:{_are unable to find your qualification in the drop down lists, please provide full details in the addi undertook the
qualifications (max 48
Placeofleaming [ == characters inc spaces)
Institution type \\
Subject [Please select
Access ~ \
Accounting
Accounting and Finance When you choose
Admin Studi e Q
Agministration the qualification level
Administration & Secretarial Procedures : ’ :
Adult Trainers Award which you ve galned:
’ Ad d Award in Social Work
iy izt Avanced Business Stxdies. v the relevant grades
finished your Qualiication leve! [Please select available for this
studies, please Grade [Please select level v/ qualification will
enter the date Study commencement date |:|J appear in the “Grade”
you expect to lification date obtained [ | drop down box
finish expecledenddate [ | /
Remove

Additional qualifications
If you have any qualifications that do not appear on the subject list
please enter details in this text box.

Enter any gualifications that you have not been able to find on the drop down lists
above.

Additional qualification details

Professional memberships and training
If you have professional memberships or training, please ensure that
you provide complete and full information to support these.

e Only include information on the qualifications and/or training which

are relevant or required for the role being applied for. Refer to the
job description for further information.

e Candidates may be required to provide documentary proof of
gualifications on offer of appointment.

Training and development

You can use this space to add any relevant training and development
you may have undertaken.
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Page Five: Supporting information

The statement box in this section is your chance to really explain why
you’d suit the role which you are applying for, whilst addressing the
‘knowledge and skills’ section in the job description.

The supporting information text should be no longer than 6,000
characters (with spaces) which is approximately one side of A4 pages
of text (depending on font size). Unfortunately, we can not provide you
with an online character counter.

Remember to frequently ‘save’ as the form will ‘time out’ 60 minutes
after it was last saved or logged in. Any unsaved work will be lost.

We suggest that you write your statement in a word processing
application, such as Word, where it will be easier for you to read your
statement and to edit it for any mistakes.

You will usually find a character count in such word processing software,
as exampled below (in Word 2007).

— Home Insert Page Layout References Kailings Wiew Developer

;:b Research ‘:; = T Final howing Markup - (\} Reject ~
Y B 2 7 |- v/

s ThESALFUS a3 =] Show Markup ~ -@} Previous =
Spelling & . My Track Balloons Accept Compare
Grammar L4 Translate - -

Comment =4 Changes~ - ] Reviewing Pane - P hlext

Proofing Comments Tracking Changes Compz

If you have written anything in the Supporting
Information box already, you could select/
highlight, copy and paste it into a word processing
programme, such as Word. Once you have text
written in Word, you can select/ highlight it and
then click on a word count icon, to reveal the
character count (with spaces). The location of the
character count will vary depending on which
package and version you are using.

Click to
show
character
count.

OR, click to Word Count R
Statistics:
show - 1
‘Words 71
CharaCter Charactere (o coacec) 343
Count l Characters (with spaces) 414 )

Lines E

Pager1of1 | Wards: 7171 | o5 EEEE
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When you are happy with your statement you can copy and paste the
text into the statement box and then save it.

There is no facility to attach additional documents to your application so all information you feel relevant must be put within this
section

This maximum length of this statement is restricted to 6000 characters (including spaces) which is approximately one A4 page
of text

Supporting statement E Before saving, check for

Copy and paste, or type your
statement in support of your 7 ?

spelling or grammatical errors
and ensure that the character
count is under 6,000 (with

application, here.

This is the only place on the application form to demonstrate how
your experience and skills suit the role, to tell us why you would like
the job and how you meet the values of the Council. Additional
documents or CV’s will not be accepted.

In your statement, as well as providing any additional information about
you which you feel is relevant to the role, please ensure that you have:

Provided information, examples and evidence to illustrate how you
meet each of the ‘knowledge and skills’ criteria in the job
description and can meet the values of our council.. You should
refer to any relevant experience acquired inside work and if
appropriate, outside of work, (e.g. community, voluntary or leisure
interests).

To be selected for interview you must demonstrate that you meet
these criteria to a greater relevance and/or depth than others.

Evidenced your suitability, beyond making simple statements.

For example, if the job description requires that you are “highly
motivated with excellent communication and numeracy skills”,
simply saying “I am highly motivated with excellent communication
and numeracy skills”, will not be sufficient. You must include
descriptions and examples from your experience (in and/ or out of
work), which illustrate you having and using these skills.

Clicked save before leaving the page.
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Apprentice applicants should also see section 7 of this guidance below.

Page Six: References

It is important that you give details for valid referees otherwise there may
be a delay in confirming your appointment, should you be successful.

Please ensure that you provide the full details for two people who can
comment on your suitability for the post. These people should be:

1. Your present employer or, if you are not currently employed your last
employer; AND

2. Your former employer i.e. your employer prior to your present or last
employer; OR

3. If you haven’t been employed before or you have only one former
employer, you may use, if they consent, the details of:

a. Your current or former teacher, lecturer or tutor

b. Some other person of a ‘profession’ who can comment on your
suitability for the role eg policeman, doctor, solicitor etc.

You cannot use a family member or a friend as a referee. This applies
even if you work for a family member.

All referees must be over 18 years old.

Please seek an alternative referee if you cannot comply with the above
requirements. Contact us if you are unsure.
Referee 1 Title ‘

Referee 1 Type [Please select V] /Input the organisation or
Referee 1 Sumame | company name in “Address

Ensure you give as
much detail as

E E Referee 1 Forename | : 5

: possible for your s Referee 1 Position In Company | /\Lme 1

. referee. Repeat the . Referee 1 Address Line 1 | “ @

E procedure for your E Referee 1 Address Line 2 | |

: secondrefereein . Referee 1 AddressLine 3 | l

+  the “Reference 2" E Referee 1 Address Line 4 | g

E box. E Referee 1 Address Line 5 | Our preferred

'-. . . ..' Referee 1 Contact Number | method of ContaCting
.............. Referee 1 Contact Type [HEni- L_\ referees is by email.

Referee 1 Email address |

The City of York Council will take up references for the successful

candidate on conditional offer of appointment however for some roles
V12 Mar 2019




involving working with children, young people or vulnerable adults we
may ask for references if you are invited for interview.

Confirmation of the offer of employment will be subject to satisfactory
pre employment checks including references.

Page Seven: Equal opportunities and sensitive information

We are required by law to request certain personal data from applicants
and employees, so that we can monitor and enforce our commitment to
equal opportunities in employment.

The City of York Council is committed to equality and aims to ensure
that everyone who works for us is treated fairly and is not subjected to
unlawful discrimination on grounds of their sex, age, race, ethnic or
national origins, marriage or civil partnership, pregnancy and maternity,
gender reassignment, sexual orientation, religion or belief, family
responsibility, disability or political beliefs. Applications are welcome
from all sections of the community.

Using the date and drop down boxes, please complete the Equal
Opportunities section in full. This is a mandatory section, however, in
each category (except Nationality and Carer) there are “prefer not to
say” or “unspecified” options, which you can use if you would prefer not
to provide this information.

This section of the form is confidential and for monitoring purposes
: only. It will not be used as part of the selection process or disclosed
: to the recruitment panel.

Disability information

The Equality Act 2010 protects disabled people. The Act defines a
person as disabled if they have a physical or mental impairment, which
has a substantial and long term impact (i.e. has lasted or is expected to
last at least 6 months) and has an negative effect on people’s ability to
carry out normal day-to-day activities.
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If any of the following apply, you should use the drop-down box next to
‘Disability’ to confirm this and then give details in the space provided:

Physical impairment, such as difficulty using your arms, or mobility
iIssues which mean using a wheelchair or crutches

Sensory impairment, such as being blind/ having a serious visual
impairment or being deaf/ having a serious hearing impairment

Mental health condition, such as depression or schizophrenia

Learning disability (such as Down’s syndrome or Dyslexia) or
cognitive impairment (such as autism or head-injury)

Long-standing iliness or health condition such as cancer, HIV,
diabetes, chronic heart disease, or epilepsy

Other, such as disfigurement (please specify if you wish)

Disability information

The Equality Act 2010 states that someone is disabled if they have a ‘physical or mental impairment, which has a sustainable and long term
adverse effect on their ability to carry out normal day to day activities'. Please see How to apply’ guidance for further information.

Please use the drop down options to inform us |f you have a d|sab|||ty, p|ease
of any disability you may have and provide . .
details in the box below. describe it here. See above
Disolty " Peasesclect d for further information on what
Disability description .
you should disclose.

Carer responsibilities

City of York Council values and embraces all people, regardless of
any caring responsibilities that they may have, and strives to ensure that
all people are treated with dignity and respect.

A carer is defined as someone who looks after family, partner or friends
in need of help because they have a disability, mental health problem,
an addiction or are frail or ill. The help they provide is unpaid (except for
Carers Allowance). This excludes childcare/family responsibility.

A relative includes a spouse, partner (including exes), parents,
grandparents, siblings, adult children, grandchildren and corresponding
relatives of one’s spouse or partner (ie in-laws)
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Page Eight: Additional details

Please use the drop down and free text boxes to give as much relevant
detail as possible, having read any guidance for each section.

Guaranteed interview schemes (GIS)

The council operate three guaranteed interview schemes (GIS’s).

If you are applying under any of the GIS’s you must say so in the
relevant section of the form.

Recruiting Managers will be informed of candidates applying under the
schemes but will not have information on the disability or background.

To be eligible to apply under any of our guaranteed interview schemes
you must meet the minimum criteria for the job

By this we mean that you must provide us with evidence in your
application form which demonstrates that you generally meet the level of
competence required for each element within the skills and knowledge
section within the job description.

[ disability
B confident
e Disabled applicants EMPLOYER

As a Disability confident Employer the Council offer an interview for all
applicants with a disability who meet the minimum criteria for the job.

Thousands of companies like ours are benefitting from a diverse
workforce. Being Disability Confident helped us recruit and retain the
right mix of people to help our business grow.

To find out what we are doing as a Disability Confident Employer:
https://www.gov.uk/government/collections/disability-confident-campaign
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https://www.gov.uk/government/collections/disability-confident-campaign

e Children and Young People in Care

Looked after children or care leavers will also get an interview if they
meet the minimum criteria for the job.

https://www.york.gov.uk/info/20128/looked after children/317/looked aft
er children

e Armed forces veterans and their spouses

As part of our commitment to the Armed Forces Community Covenant
we offer a guaranteed interview scheme for veterans of the armed forces
and their spouses.

Further information about the Armed Forces Covenant can be found via

https://www.york.gov.uk/ArmedForcesCovenant

Job sharing

Job sharing is a form of employment where the duties and
responsibilities of the post, which would normally be held by one person,
are shared. Terms and conditions of employment differ to those of part
time working.

CYC supports job sharing, where reasonable and practicable, and where
it will not have an adverse impact on operational requirements.

If the job is not open to job share applications this will be indicated within
the job advert.

Criminal Records, Convictions and Cautions

Posts involving working with children, young people or vulnerable adults
are covered by the Rehabilitation of Offenders Act 1974 (Exceptions)
Order 1975.
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This means you must disclose information about any spent or unspent
convictions when applying for these posts except where they are
protected convictions and cautions as described in article 2A of the
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. See *
below for more information).

CYC will check all information relating to prospective employees through
the Disclosure & Barring Service (DBS). By completing the declaration at
the end of the application form, you confirm that you understand the
provisions and give permission to carry out this DBS check (if you are
successful at interview).

The DBS Code of practice can be found via
https://www.gov.uk/government/publications/dbs-code-of-practice

Answers to the questions on the application form should be answered
taking into account the DBS filtering guidance which can be found at
https://www.gov.uk/government/publications/dbs-filtering-guidance

If you answer ‘yes’ to any of the questions and you are shortlisted, the
panel will discuss this at interview.

Failure to disclose information or convictions which for other purposes
are ‘spent’ but not ‘protected’ under the provisions of the Act, will
normally result in the offer of employment being withdrawn. Dismissal
may also happen if we find out any relevant information after we have
appointed you.

Any information you provide will be confidential and will not necessarily
exclude you from appointment.

* For further information and guidance on ‘spent’ convictions, cautions or
bind-overs please refer to:

e DBS https://www.gov.uk/government/organisations/disclosure-
and-barring-service

or

¢ NACRO’ http://www.nacro.orqg.uk/resettlement-advice-service/
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You can contact the DBS as follows:

« email: customerservices@dbs.gsi.gov.uk

. telephone: 03000 200 190; Welsh: 03000 200 191 Minicom:;
International: +44 151 676 9390

. office hours: Monday to Friday from 8.00am to 6.00pm; Saturday
from 10.00am to 5.00pm

Relationship with the council

You must not canvass or seek the support of members/ employees of
CYC, in relation to your application. If you do, your application may be
disqualified.

We appreciate that you may already be related to or connected to such
a person. Please disclose and describe this connection to protect the
status of your application.

Eligibility to work in the UK

The Asylum and Immigration Act 1996 requires proof of the right to work
in the UK. If you are offered employment, you will be required to prove
your eligibility to work in the UK as part of the pre-employment check
process.

If you need or have a permit, we will have to check your documents
confirming your right to work in the UK. Please detail the reason, status
and duration of your permission as well as any relevant other relevant
information.

Page Nine: Declaration

You must complete this section to confirm that the information you have
provided is, to the best of your knowledge and belief, true and complete
and also so that we can process your application in accordance with the
Data Protection Act 1998.

You are also giving permission for any number of past employers to be
contacted regarding this application for employment.
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On completion of the declaration return to the summary page to submit yvour application. The icons on the Summary page
will indicate whether or not each page is complete.

If yvou wish to print a copy of vour application, yvou can do this via the Print Preview button on the Summary page.
Alternatively, select My Applications from the left-hand menu options, tick the corresponding Select box and click Send

Email.

Declaration

| declare that the information given in this form and in any accompanying documentation is true to the best of my
knowledge and belief and give my permission for enguiries to be made to confirm qualifications, experience, dates of
employment, right to work in the UK and for the release by other people or organisations of necessary information to
wverify the content.

| understand my application may be rejected and/or | may be dismissed following appointment if | have given any false
or misleading information or have withheld any relevant details.

| agree with this statement * | Please select ™

Consent

Under General Data Protection Regulations we are required to gain your
consent to use your details for the purpose of the Recruitment and
Selection Process and also to allow us to gain feedback from you about
the application and/or recruitment and selection process.

You can read how we use, store and share your data in our Recruitment
Privacy Notice

For more information on GDPR
https://www.gov.uk/government/publications/quide-to-the-general-data-
protection-regulation

5.  Submitting your application

All the Application pages and their mandatory fields need to be

completed before they can turn “#. Once all pages are marked with this
icon, the “Submit” button will be unlocked.

We strongly recommend that you take time to review your application
before submitting, even printing it out if you wish. You can do this by
using the ‘print preview’ option which opens the form as one document.

Once you are happy with your application, press the “Submit” button,
you will then be asked to confirm once more that you definitely wish to
submit, or you can return to the Summary page if you are not ready.
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Application pages
(V) Confirmation Statement

Icon guide

(V] Personal Details *  Mandatory field.

. Help icon guide

v4 Employment Details v

@ =Py

4 Mandatory fild let:

{p Education & Qualifications (G Meneatony IeiEs tempete
u Mandatory fields incomplete.

{4 Supporting Information

(V] References

The submit button will be activated when all mandatory fields have been,
completed. Mandatory fields are indicated by a red asterisk. You wil
able to move through your application if these fiel

(V) Equal Opportunities Monitoring

Print and Submit

(V] Additional Details

¢ Declaration review Submit yourl .
your application
Other options appl|Cat|On Selecting delete will permanently remove your application. here

() Print preview (Opens in new window) Delete

You will receive an email acknowledging your Application submission.
: Remember! You cannot amend your application once it is submitted! :

You can access a copy of your submitted Application by going into your
“My Applications” section on the recruitment website.

itted i ions
PF

Your submitted applications are listed below. To request a copy of your application, select the corresponding tick-box and then
Send. A pdf file will be automatically emailed to your registered email address

Vacancy Name Reference Select
Income Officer REQO000039

Send email

Tick to select the application you would like and then click “Send
email” and a copy will be sent to your registered email address.

Note: If you have a section that is showing as ‘mandatory fields
incomplete’ make sure you check any additional information you have
added on these screen

6. Apprenticeship applications

Eligibility to apply for an apprenticeship

Apprenticeship are open to applicants of any age, however, to be eligible
to apply for an apprenticeship with us you must meet the eligibility
criteria of holding the relevant citizenship.
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We can only accept applications from those who do not already hold
gualifications at the same or higher level in the same area of work.

Supplementary questions

In addition to the standard application questions, applicants applying for
apprenticeship posts are also asked on ‘Page six: Supporting
information’ to answer two supplementary questions, as shown below:

Please tell us about a time when you have felt especially proud of yourself, how it
made you feel and what you have leamed from the experience. (Max 250 words).

(This doesn't have to be ground-breaking, it might be the first time you tried something
new or a time you went out of your way fo help someone. We want to try and
understand more about what's important to you)

Supplementary Question 1

What skills would you like to improve during this apprenticeship? (Max 100 words)

(You should think about what your main duties would be and whether there are skills
you'd like to develop).

Supplementary Question 2

If you are applying for an apprenticeship you should pay close attention
to the questions and use the guidance under the questions to help
shape your answers.

Remember to evidence your answers beyond simple statements and
note the word limits of each answer box (shown in brackets).

Like the ‘supporting information’ text box, if you choose to type
directly into the supplementary boxes and then ‘save’ whilst over
the word counts, any surplus text will be irretrievably deleted.
Consider drafting and saving your answers elsewhere first.

Remember to frequently ‘save’ as the form will ‘time out’ 60 minutes
after it was last saved or logged in. Any unsaved work will be lost.

If you would like more information on apprenticeships, how they work,
how they could develop you and who often enjoys them, please see:
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e www.vork.gov.uk/info/20074/apprenticeships/125/apprenticeships
with city of york council or

7. Feedback

Thank you for taking the time to apply for a job with City of York Council.
Our recruitment team will be in touch with you in due course regarding
your application.

You can check on the status of your application by logging into the
online recruitment system and looking under the “My applications”
section.

In the meantime, we welcome feedback on the recruitment process and
the usability of the online system. If you have any comments,
suggestions, questions or queries, please do not hesitate to contact us
by email to recruitment@york.qov.uk or call 01904 551619. Please note
that queries or requests can only be responded to during normal working
hours, Monday to Friday 8.30am to 5pm.

Good luck!

Human Resources

City of York Council
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