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Further Particulars of Appointment
A full Job Description, Person Specification and advertisement relevant to the post are attached.  The following details provide you with further information relevant to the post.  Some of the following details may vary dependant upon the job for which you have applied. In order to ascertain which of the following information is relevant to the specific post for which you have applied, please consult the enclosed Job Description. 
Employee Benefits
Flexible Working

The Council operates a flexible working hours system, which provides flexibility in your hours of work within the constraints of the duties of the post. In principle, all employees (except Directors and Heads of Service) are included in the scheme.  However the duties of certain posts may prevent some employees from participating to the same degree as others, for example where fixed shifts or working hours are in operation.  In some areas or offices a ‘rota system’ may need to be introduced so that there is always a sufficient number of employees on hand to assist the public during the normal office/operating hours.  

Corporate Leisure Membership

The Council offers corporate membership of its Leisure facilities at a reduced rate for employees.

Membership of a Trade Union
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You have the right to join a trade union and to take part in its activities.  However, you also have the right not to join a trade union.  Details of the specified trade unions on the appropriate negotiating body are available for you to refer to at the Organisational Development Division, Civic Centre, Beecroft Road, Cannock, WS11 1BG.

Pension Scheme

The Council operates a contributory pension scheme open to all employees.  Employee contributions are linked to annual salary.

Long Service Awards

The Council operates a scheme of Long Service Awards, which reward loyalty of service for employees having a specified number of years service with the authority.

Personal Development and Post Entry Training Scheme 

The Council is committed to supporting the Personal Development of all its employees, and as such undertakes regular one-to-one reviews with employees in order to discuss performance and potential for development.  Where the undertaking of formal qualifications is identified as an essential requirement of the role, the authority will offer financial and other support in accordance with its Post Entry Training Scheme

Absence for Sickness or Injury and Sick Pay

Entitlement to occupational sick pay is subject to compliance with the organisation’s rules for reporting absence and for observing the other requirements of its sick pay and absence scheme. 

The sickness pay scheme is: -

· During 1st year of service one months full pay and (after completing four months service) two months half pay.

· During 2nd year of service two months full pay and two months half pay 

· During 3rd year of service four months full pay and four months half pay.

· During 4th and 5th years of service five months full pay and five months half pay.

· After 5 years service six months full pay and six months half pay.

Politically Restricted Posts

The Local Government and Housing Act 1989 restricts the involvement of certain employees in certain types of political activity. Applicants who have any concerns in this matter should contact the Organisational Development Division for further advice.

Pay

A copy of the Council’s current pay scale can be found in Appendix 2 of this document. The grade relevant to this post can be found on the job description.

Salary payment is made by credit transfer, normally on the 26th day of each month (unless circumstances necessitate payment to be made on a different date).

Subsistence 

The Council operates a subsistence rates scheme which allows employees to claim reimbursement (within set parameters) for the cost of meals and overnight stays incurred whilst undertaking duties away from the normal place of business, such as attendance at training courses. Current rates can be found in Appendix 3 of this document.

Car Mileage

Where stated on the job description, Casual or Essential mileage allowances may apply to posts within the authority.  Car mileage rates are updated on an annual basis, effective from 1st April each year. Entitlement to Essential mileage allowance is subject to review on an annual basis and could be removed as a result of the review in accordance with Council policy. Current rates can be found in Appendix 3 of this document.

Annual Leave Entitlement

	Grade
	Basic Entitlement
	After 5 Years Continuous Local Govt. Service

	A – F
	20 days
	25 days

	G - K
	25 days
	30 days


Employees of the authority are also entitled to 8 statutory bank holidays and 1 fixed discretionary day at Christmas.  Annual leave entitlement for part-timers is calculated on a pro-rata basis according to the above whole time entitlements.  In addition, employees are also offered the opportunity to purchase an additional 5 days annual leave per annum.

Professional Fees
Where stated on the attached job description, payment of one appropriate professional fee per annum will be made.

Car Parking

The Council offers free parking for employees at most of its sites.

Staff Restaurants
Several sites across the authority offer restaurant facilities.

Mobile Telephone

Where the post requires access to a mobile telephone, the Council will provide employees with this equipment for business use only.

Uniforms

Employees at some sites may be required to wear a uniform.  Where this is a requirement under the duties of the post these will be provided.  Employees will be expected to wear such uniform as a condition of employment.

Our Commitment To You

Equal Opportunities in Employment
Cannock Chase Council is committed to providing high-quality services, which meet the needs of the varied community we serve, and which everyone is able to use. We want our whole workforce to reflect the community we serve, where possible. 

We believe that every employee has the right to be treated as an individual. As a result, we value and celebrate people's differences. We will make sure that no service user, employee or prospective employee is subject to unfair discrimination on the grounds of their age, gender, ethnicity, sexual orientation, religion, disability or any irrelevant factor.
To make sure that all our employees know about and understand equal opportunities, we will offer appropriate training and individual personal development. 

All our employees are responsible for equal opportunities. As a result, we expect all our employees to promote equal opportunities in the workplace and when delivering services. (See also Note 16 in Application Form Guidance Notes)

Employment Beyond 65

The Council has a retirement age of 65. Applicants should therefore be aware that employment will not be offered to applicants who are within 6 months of reaching the age of 65 at the time of their application.  Once in employment a person may submit a request to work beyond 65 and such requests will be considered in accordance with the Council’s policy. 

Positive about Disabled People

The Council is committed to equality of opportunity in its employment practices and endorses the “two ticks” symbol, guaranteeing an interview to any disabled candidate able to demonstrate that they meet the minimum essential requirements for the post. 

Training and Development

The Council is committed to equality of opportunity in terms of access to training and development and to the principles of Investors in People as a means of ensuring the continued efficiency of the service it provides.  As part of the commitment, each employee has a responsibility to develop the skills, knowledge and ability required to meet the challenges of their own job and the objectives in their Service Area’s Business Plan.

Support for New Employees and Probationary Period

The Council offers a comprehensive induction programme for all new employees, aimed at providing the necessary information required to aid the “settling-in” process. The Council also undertakes a six-week follow up meeting with all new employees to ensure that they are receiving the support and encouragement they require in their new role, both from their manager and colleagues. 

New employees and those appointed to a new post are also subject to a probationary period (normally six months). Continuous support will be offered to all employees throughout this probationary period, and successful completion thereof, will result in a transfer to the established staff of the Council. 

Pre-employment Checks

References

References will be requested at the time of interview, and must be received prior to appointment. (See also Note 14 in Application Form Guidance Notes)

Rehabilitation of Offenders Act Declaration

All prospective employees will be required to complete a Rehabilitation of Offenders Act (ROA) declaration form in line with the requirement of the Rehabilitation of Offenders Act 1974.  All information in relation to the Rehabilitation of Offenders Act will be treated in the strictest confidence.

Qualifications and Membership of Professional Bodies
Where qualifications and/or membership of a professional body are an essential requirement of appointment to the post, original certification must be produced and copies taken prior to appointment. (See also Note 2 in Application Form Guidance Notes)

Local Government Service

The Council will recognise continuous Local Government Service in accordance with the relevant national agreement on terms and conditions. Upon offer of employment, prospective employees will be sent a form requesting confirmation of past Local Government service.  Prompt completion of this form will ensure that where applicable, new employees will continue to benefit from relevant entitlements.

Medical Clearance

All appointments made to the Council will be subject to a medical clearance.  This clearance takes the form of a medical questionnaire.  Any information disclosed is treated in the strictest confidence by the Council’s nominated Occupational Health service.  Depending on the nature of the post / answers to questions in the medical questionnaire, applicants may be required to attend a medical examination.

Criminal Records Bureau Checks

The Council will undertake Criminal Records Bureau (CRB) checks in line with current CRB policy on all relevant posts.  Cannock Chase Council will not accept checks conducted in relation to previous employment.  Further information regarding CRB checking can be found in Appendix 1 of this document.

Asylum and Immigration 

Cannock Chase Council recognises its responsibilities under the Immigration, Asylum and Nationality Act 2006 to seek the prevention of illegal working whilst avoiding racial discrimination in recruitment practices.  The Council aims to ensure that employment is offered only to those entitled to live and work in the United Kingdom, and as such will undertake relevant identification checking procedures for all prospective employees in line with the requirements of said act.  

In line with Sections 11 and 17 of the Immigration, Asylum and Nationality Act 2006, if offered a position with the Council, all prospective employees, regardless of the level of CRB disclosure applicable to the relevant post, will be required to provide one or more documents to enable us to verify identity and to demonstrate eligibility for work in the United Kingdom.  Where eligibility for work is temporary, identification documents will be checked every 12 months to ensure continued eligibility.  (See also Note 13 in Application Form Guidance Notes)

Photo Identification

In preparation for employment with the authority, all prospective employees will be required to have a photograph taken prior to employment. This process ensures the authority has a record of identification, and will also be used on your personal identification card upon commencement of employment.

Driving Licence

Where a prospective employee is required to drive a Council owned vehicle as part of the duties of the role, the applicant will be required to provide original certification of personal counterpart driving licence to ensure that all driving requirements for the post are satisfied.  Copies will be taken as part of the pre-employment checks meeting.

Where a Casual or Essential user car allowance is attached to a post, the applicant will be required to provide original certification of the driving licence, along with original certification of current vehicle insurance which states the vehicle is insured for business use.  Copies will be taken at the time of the meeting. 

Contact Details

Travelling to the Civic Centre

Cannock Chase District lies at the heart of the motorway network in England, the nearest large city being Birmingham.

By Road

Exit M6, Junction 11 (from the South), Junction 12 (from the North)

A5 and A34 trunk roads provide east-west and north-south routes

The M6 Toll will run through the south of the district. To view the M6 Toll route visit www.m6toll.co.uk.  

By Bus

The District is well served by local bus and express coach companies operating from Cannock bus station. For more information contact Traveline Public transport information 0870 608 2 608 or visit www.traveline.org.uk


By Rail

Regular local passenger services run to Cannock, Hednesford and Rugeley Town from Stafford, Walsall and Birmingham New Street. Rail enquiries can be made by contacting the Centro hotline on 0121 200 2700 or via internet at www.centro.org.uk
A map showing the location of the Civic Centre can be found in Appendix 4 of this document.

Contact Information

Completed applications forms are to be returned to: -

The Organisational Development Division

Cannock Chase District Council

Civic Centre

PO Box 28

Beecroft Road

Cannock

Staffordshire

WS11 1BG

Telephone: 01543 464522
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Criminal Records Bureau Disclosure

Information for Applicants

Policy Statement

If you have applied for a job where the duties of the job mean you will be in situations of contact with children or vulnerable adults, or which require a high degree of trust, you will be asked to undergo a Criminal Records Bureau (CRB) Disclosure before we make a final offer of employment.   The Council will use the CRB disclosure service to assess your suitability for employment in such jobs and in doing so will comply fully with the CRB Code of Practice (a copy of which is available on request).  

Cannock Chase Council is committed to the fair treatment of employees and potential employees.  Applicants for vacancies will be selected on the basis of their skills, qualifications, knowledge and experience.  

If the post you have applied for requires a CRB disclosure this will be noted on the front of the job description for the post, which you will find in the application pack.

How We Deal with People Who Have Criminal Convictions

Having a criminal conviction need not necessarily bar you from employment with us, but sometimes it will be necessary for us to decide whether any convictions you may have are relevant to the job you have applied for - and this will impact on whether a final offer of employment is made. 

The Council aims to be as transparent as possible how it makes decisions.  It uses a risk assessment approach to decide whether you are suitable for a job – taking account of your conviction(s).

The CRB Checking Process

If you have applied for a job with Cannock Chase Council and are subsequently offered it, subject to a criminal records disclosure, you will be invited to a meeting with a representative of the Council.  You will be sent a CRB disclosure application form to fill in to apply for a disclosure and you will need to bring the completed form with you to that meeting along with a number of items to prove your identity.  You will be given further guidance on this process at that time.
Use, Storage and Retention of Information About Criminal Convictions

Information we receive from the CRB is classified as ‘sensitive personal information’ under the Data Protection Act 1998.  Where we think it is necessary to consider the relevance of any conviction(s) you may have, to the job you have applied for, you will be invited to a meeting to discuss those conviction(s).  Sometimes it will be helpful for the Manager who has advertised the job to be involved in that discussion and, if this is the case, we will ask for your written permission to tell the manager about any conviction(s) for the purposes of that discussion.

Information about any convictions will be stored in secure, non-portable storage with access strictly controlled and limited to people in the Council that have a right to access that information.   We will keep information about any convictions for no more than 6 months following a recruitment decision.  This will be enough time to deal with any disputes or queries related to the recruitment process.  

After 6 months the information from the CRB will be destroyed in a secure manner (shredding/burning). We will, however, keep a record of the date of disclosure, the disclosure reference number, your name and the post you applied for on your personnel file. 

If you want to know more about the CRB and what a CRB check involves please contact the Organisational Development Division for further information on 01543 464203.  Alternatively, please contact the CRB on 0870 90 90 811 or refer to the CRB website: www.crb.gov.uk 

(NB: Cannock Chase Council takes no responsibility or liability for any material produced by or contained in external sites or for any advice or services given by external organisations. It is the responsibility solely of each person to decide whether or not they use any such material, advice or service.
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Pay Scale – April 2008

	
	
	Scp
	Salary as at

01.04.08
	£ per hour

(Round down)

	
	Grade A
	4
	11995.00
	6.2175

	
	
	5
	12160.00
	6.3027

	
	
	6
	12334.00


	6.3933

	
	
	7
	12629.00
	6.5459

	
	
	8
	13027.00
	6.7520

	
	
	9
	13421.00
	6.9565

	
	
	10
	13703.00
	7.1025

	Grade B
	
	11
	14587.00
	7.5610

	
	
	12
	14891.00
	7.7181

	
	
	13
	15291.00
	7.9258

	
	
	14
	15570.00
	8.0702

	
	Grade C
	15
	15895.00
	8.2390

	
	
	16
	16278.00
	8.4371

	
	
	17
	16663.00
	8.6368

	
	
	18
	16991.00
	8.8067

	Grade D
	
	19
	17626.00
	9.1359

	
	
	20
	18270.00
	9.4698

	
	
	21
	18937.00
	9.8154

	
	
	22
	19427.00
	10.0695

	
	Grade E
	23
	19998.00
	10.3656

	
	
	24
	20652.00
	10.7043

	
	
	25
	21306.00
	11.0436

	Grade F
	
	26
	22001.00
	11.4036

	
	
	27
	22730.00
	11.7817

	
	
	28
	23473.00
	12.1668

	
	Grade G
	29
	24402.00
	12.6482

	
	
	30
	25220.00
	13.0722

	
	
	31
	26016.00
	13.4849

	
	
	32
	26784.00
	13.8827

	
	
	33
	27573.00
	14.2918

	Grade H
	
	34
	28353.00
	14.6960

	
	
	35
	28947.00
	15.0038

	
	
	36
	29714.00
	15.4017

	
	
	37
	30546.00
	15.8325

	
	
	38
	31439.00
	16.2959

	
	Grade I
	39
	32475.00
	16.8327

	
	
	40
	33328.00
	17.2747

	
	
	41
	34207.00
	17.7301

	Grade J
	
	42
	35079.00
	18.1822

	
	
	43
	35953.00
	18.6355

	
	
	44
	36838.00
	19.0940

	
	
	45
	37665.00
	19.5228

	
	
	46
	38575.00
	19.9946

	
	Grade K
	47
	39460.00
	20.4532

	
	
	48
	40338.00
	20.9080

	
	
	49
	41204.00
	21.3570



Subsistence - April 2008

	Breakfast Allowance
	£5.89

	Lunch Allowance
	£8.11

	Tea Allowance
	£3.20

	Evening Meal Allowance
	£10.04

	Overnight Accommodation (Standard)
	£95.60

	Overnight Accommodation (London)
	£109.03

	
	

	Subsistence Allowances Post entry training Scheme


	

	Lunch
	£4.91

	Tea
	£1.62


Car Mileage Rates - April 2008
	
	451 – 999 cc
	1000 – 1199 cc
	1200 – 1450cc

	Essential Users
	
	
	

	Lump sum per annum
	£795
	£906
	£1,170

	Per mile first 8,500
	33.6p
	37.1p
	46.4p

	Casual Users
	
	
	

	Per mile first 8,500
	42.9p
	47.7p
	60.1p

	Per mile after 8,500
	11.7p
	12.2p
	14.2p



Location of the Civic Centre, Cannock Chase Council
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Based on Ordnance Survey mapping (C) Crown Copyright.  


All rights reserved. Cannock Chase District Council,


Licence No. 100019754, 2009





The Ordnance Survey map data included within this publication is provided by Cannock Chase District Council under licence from the Ordnance Survey. Persons viewing this mapping should contact Ordnance Survey copyright for advice where they wish to licence Ordnance Survey map data for their own use.
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