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1 ADVICE TO NEW COUNCILS 

I 2. APPOINTMENT OF HEAD OF PAID 
SERVICE 



I'he appointment of its Head of Paid Service is one of the 
tirst and one of tlit. iiiost important decisions a new council 
tias to niake. 

I'he Staff Commission has in\,ited applications for these 
posts and forwarded them to each council. These invitations 
Liere based on the assuniption that councils would decide to 
h i  e a post of Chief Executive (or a similar title) which did 
not combine the duties tvith other major functional 
responsibilities. The advice which follows is also based on 
that assumption. and for the sake of simplicity the term 
"Chief Executibe" is used throughout. 

This advice is intended for members of the new councils, 
and in particular those Lvho are involved in the selection 
process to assist them in carrying out that process with a 
t,iew to making the most suitable appointment for their 
council 

%'here \.arious options are canvassed, recommendations are 
made as to the most suitable. but councils are of course free 
to adopt the option which best suits their circumstances, or to 
amend it. Care should, however. be taken to ensure that 

hatever procedure is adopted it is not only fair to all the 
candidates, but is seen to be fair and can be shown to be fair 
in the event of challenge. 



Weeh I 

..\ppoint Recruitment Committee Sub Committee 

Appoint Independent Specialist Adkiser (see Append)\ 1 )  

"Latch applications against job profile person specification 

-- 

~ I 

I I 

Scrutinise Further I 
I 
I 

Reject Possible Definite Match 

Draw up short leet 
(Authorities may advise applicants of non-inclusion on the short leet at 

this point) 
I 

Take up references 
I 

Arrange interview 
I 

Interview selection process 
I 

Appointment offered 
I 

Other candidates rejected following acceptance of offer 

Giyen the timescales authorities are advised to reach an urgent 
decision as to which of the options given below (if  any) best 
fi t  their own requirements. There will need to be a balance 
drawn between the necessity to adopt a procedure which 
maximises the authority's ability to select the most appropriate 
candidate but at the same time meets the requirement to 
appoint the "Chief Executive" as quickly as possible which 
allows authorities to proceed to considering their policy and 
management structures. 

\L 
Week 3 
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Council !ices a \cry tight timetable in the year following the 
clcctioiis on 6 April 1995. I t  is vital. therefore that it  makes 
iniiiirdiate arrangements for the recruitment of a "Chief 
E scc 11 t i \ e". 

rlir ncit Council \sill be considering its policy and executive 
structurcs and once decisions are taken by the Council on 
t l i t x  issucs oiie of the next steps should be to determine. in 
accordance 
nppropriatc process for the appointment of "Chief 
Ilsccut ive" . 

i t l i  the Standing Orders of the Council. an 

Options for consideration are as follows:- 

( i )  
including shortlisting, interviewing and appointing the 
successful candidate. 

The full  Council conducts the whole process 

( i i )  A Recruitment Committee/Sub-Committee is 
established to shortlist candidates who would then be 
inteniemed by full Council. 

(iii) A Recruitment Committee/Sub-Committee 
conducts the shortlisting and interviewing process but 
stops short of making the appointment. Instead, a 
candidate for appointment is recommended to the full 
Coupcil. 

(iv) A Recruitment Committee/Sub-Committee acting 
with full delegated powers conducts the whole process 
including shortlisting, interviewing and appointing the 
successful candidate. 

Summary of 
Responsibilities of 
Recruitment Sub- 
Commi t tee 
3s outlined in Option ( i v )  

D Appoint an adviser 
D Agree job protile/ 
person specification 
D Measure all 
applications against job 
profileiperson specification 
[Decide whether applicants 
of sufticient number and 
quality. If not. re-advertise.) 
8 Shortlist applicants 

Arrange dates for 
interview and selection 
methods 
8 Agree selection 
methods 

Identify suitable 
candidate and offer post 

Following 
acceptance. notify 
unsuccessful candidates 

I n  reaching a decision on which option to adopt authorities 
should hear in mind the potential size of the Committee and 
the elected member representation of the new Council. 



.I brict'sumniary of the main acts nhich affect recruitment 
art' listcd bclo\.c:- 

Act  Main impact on recruitment 
_. .. . . . . -. . . . - - 

)idled I'crwns (I:inplo) nicnt) 
i C t ~  I 0 4 4  Jnd I Y 5 X  * 

Organisations cmplo) ing 20 or more stal'farc 
required to cmplo) a quota of disabled 
people. currentl) 306 ot' the total \rorkforce. 
Il'the tigurc drops bclotc this lercl the 
cmplo)cr must seek a permit from the 
Department of Employment (via the nearest 
loh  Centre) to allot+ himiher to recruit further 

, non-disahled stal't.. 

imcndcd); I:qual Pa) 
.\rncndriiciit) Regulations 1983 

. . .  
lihe trork - irork irhich i s  broadl) similar. 
\rorh rated as equal under a job evaluation 
xheme and \rork otcqual value. 

---___ ~ _ _  
Where a person i r  ho has been con\ icted ot' an 
oflkncc. and has serted a sentence. not 
cscceding 30 months in custody. has 
rehabilitated him or herself. he/she must be 
treated as it' the offence had never been 
committed. This means that the caiididate i s  
not obliged to reveal an). such sentence to il 
prospccti\c cinp1o)c.r. 

. - . . .. -. - - - - .- . . .- . - - - - . . . - 

5cu I)iscriniination Act 1975 ~ Emplo!crs must not discriminate against 
uid 19% 

- -- 
Kacc Kclations Act 1976 

\r omen (or men) on the grounds of sex or 
married persons. in the i ta)  they detcrminc 
their recruitment and selection arrangements 
and reach decisions. 

-__. .- -. . . . - -- - 
Employers must no1 discriminate against 
candidates on grounds ol'thcir race. creed or 
ethnic origin. 

I ocal (iotcriinicnt and I lousing 
\c t  19x9 

..iiiplo! tiicnt ;let I Y90 

Appointments should bc. made on merit. 

I:rnplo! crs must not discriminate against job 
applicants on grounds of trade union 
membership or non-membership ot'a trade 
union 

. - .  * . ___-__ 

.- - - - . _  

* The Disability Discrimination Bill N hich is currently 
progressing tlirough Parliament. bsith the aim of being on 
the statute booh by Autumn 1995. intends to abolish the 
present quota and registration arrangements. 

Recruiters must be aware 
of possible areas where 
discrimination may occur 
in the recruitment 
process, in order that they 
take positive action to 
avoid direct and indirect 
discrimination. 



Appointment of Adviser 

The adviser shall be present throughout the selection 
process. from shortlisting through to completion of the 
inten-iews. although will not take an active part in the 
interviews. except u.hen required to provide assistance on 
professional or technical matters where appropriate. A 
more detailed description of the suggested role of the 
Adviser is given in Appendix ( 1 ) .  

Job Profile 

In normal circumstances i t  would be necessary to develop a 
detailed job description which details the main requirements 
of the job. I t  covers the broad purpose, scope, duties and 
responsibilities of a particular job. 

I t  is envisaged that, at this stage, it will not be possible to 
produce a detailed job description as the post will evolve as 
the authority's policy objectives are determined. For 
example. it is unlikely that authorities would be in a position 
to identify responsibilities associated with items (4), ( 5 )  and 
( 6 )  in the list of contents. 

The existing job outline for "Chief Executive" has, 
therefore, been expanded into a job profile to be utilised for 
appointment purposes and supplemented with specific 
details where it is possible at this early stage to do so. 
Authorities might wish to refer to this as an interim job 
description. 

The profile attached (Appendix 2) provides the basis for the 
main duties to be detailed in the job description. This can 
be amended to suit the job requirements that the authority 
intends for "Chief Executive". 

It is normal practice for 
those members involved in 
the recruitment process to 
have been trained in 
selection techniques. In 
recognition of this, 
COSLA, with input from 
training staff from 
authorities will offer 
elected member training 
(refresher course if 
appropriate) on 
recruit men t and selection 

v 
DescrllmlIA . .  

1) Job title, e.g. Chief 
Executive. 

2) Accountability: 
who the post holder is 
accountable to. 

3) Main job function; 
a brief but clear statement 
of the purpose of the job. 

4) Main duties: list of 
principal duties and 
responsibilities of the post. 

5) Responsibilities for 
people: Include people to 
be directly supervised. 
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Person specification [Factors for Consideration 

There is a dcgrce o t  o w l a p  between the job profile and 
person specitication. Each is completed with a definite 
ob.jectit,t: in mind. The job protile provides explicit 
informalion for the shortlisting panel when deciding bho  to 
inter\ ieiv, The person specification is drawn up using the 
information gleaned from the job profile. Whereas the job 
profile concentrates mainly on the general features required 
for the post. the person specification concentrates more on 
the personal qualities needed to fulfil the requirements of the 
job listed in the job protile and is an essential requirement 
(an example o f a  person specification for a "Chief Executive" 
is included in Appendix (3))  for the interviewer at the 
interview. The person specification focuses the interviewer 
on what individual qualities they require. The person 
specification. again in common with the job profile, must be 
drawn up by the interview panel. The panel mclst be aware, 
and agreed, on the qualities they are looking for in a 
candidate. or the panel will be looking for different qualities 
in the people that they interview. 

Some form of weighting could be given to the characteristics 
listed in the person specification. In this way the qualities of 
the candidates can be measured. The panel member, in 
doing this, will be helped to avoid awarding the post to a 
candidate who may have strong interpersonal skills yet be 
weak in other areas, and overlooking another candidate who 
may not have such strong communication skills but may be 
stronger in other areas. The person specification, therefore. 
can be an effective way of overcoming the lack of 
objectiveness that can often be a criticism of the interview 
process. 

Shortlisting 

I f  care is taken over the writing of the job profile, and if the 
requirements in the job profile are adhered to. then the 
process of identifying those candidates eligible for 
shortlisting should be fairly straightforward. The need for 
care in shortlisting should be apparent; it improves the 
prospect of being fair to all candidates and lessens the 
likelihood of calling inappropriate people for interview. 
Shortlisting also has the advantage of helping the panel build 
LIP a common understanding with each other and for them to 

when writing - a P e r m  
SpecificatioQ 

statements of skills, 
aptitudes and know ledge 
should be specifically 
related to the needs of the 
job. 

- statements on Q'pe 
of experience required 
should be restricted to 
what is necessary for 
effective job performance. 

- educational and 
training requirements 
should not exceed the 
minimum requirements 
for satisfactory 
performance of the job. 

- criteria covering 
personal qualities and 
circumstances should be 
directly related to the job 
and applied equally to all 
groups regardless of age, 
sex, race, creed or 
disability. 
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further note 3n:. differences in outlook over what is required 
tor a "C'hiet Executive". 

\\'lien shortlisting. the panel might be advised to classify the 
applications into categories such as probable, possible and 
reject. Once this has been carried out the choices can be 
retietved. The qualities of the emerging candidates can be 
rei ietved against the criteria listed in the job profile and 
person specification and a decision on whether to interview 
rnade accordingl>.. 

Arrangements for Interview 

Once candidates have been selected. the date and location of 
the interviews. along with decisions on any other selection 
techniques. \vi11 have to be made. The logistical 
arrangements ie scheduling interviews, writing to applicants 
\vi11 be undertaken by the adviser making use of resources in 
misting authorities. 

A s  time is of the utmost importance in the recruitment of the 
"Chief Executive". the authority would likely wish to 
conduct the selection process in one day. This would put 
more pressure for effective shortlisting and full use should be 
made of the job profile and application forms. Having a first 
set of interviews, with subsequent second interview for a 
smaller group may, however, be an alternative that should be 
considered. 



Se I ec t i on Nl et h od s 

I here art' w c r d  methods of selection to choose from lchich 
can be used in combination uith each other if considered 
appropriate. 

( a )  Interview (Basic question and answer) 

The use of the panel interview has been accepted and used 
effectively for many years within local government. The 
appeal of this type of format is that i t  is relatively easy to 
arrange and allows a larger number of people to become 
involved in deciding upon a candidate. It is also a good way 
for panel members to share judgement and discuss matters 
relating to an interview immediately following the interview, 
\\hen it is fresh in the minds of the panel members. The 
intewiew, however, when used as the sole basis for selection, 
has attracted some criticism. The ways of avoiding these 
criticisms. and making the interview more effective are 
outlined in the table on the right. In any case, as members 
involved in the process will have been trained in interview 
techniques the likelihood of such criticisms arising should be 
reduced. 

Interview Assessment Sheet 

As well as using the person specification, each interviewer 
can further aid the objectivity of the interview by using an 
interview assessment sheet such as the example in 
Appendix (4). By using this sheet each interviewer can 
summarise thoughts and make an initial judgement which 
helps avoid making unsubstantiated general impressions 
which may be affected to a greater degree by the interviewers 
o N n  biases and prejudices. In short, this form helps the 
interi isiser think systematically. to concentrate on facts 
rather than subjective feelings and have regard to areas of 
information that are relevant to the employment decision. 

The form will also justify the choice of the candidate if  the 
authority is questioned on the matter. 

~ 

W 
I 

- Ensure the 
interviewers have received 
at least basic intenfiew 
training. 

- Prepare 
meticulously for the 
interview. 

- Decide the 
questions well in advance 
of the start of the 
interview. A pre-meeting 
should be organised so the 
panel know the questions 
they are to ask, and that 
these are appropriate. 

- Candidates may 
receive an advance copy oi 
the questions shortly 
before the interview 
commences 

- Be constantly 
aware and familiar with 
the criteria in the person 
specification. 

- Be ready for any 
Dbvious questions from the 
candidate. 

Ensure the setting 
is right and there will be 
no interruptions. 



( h )  I n t e n i e t v  and Candidate Presentation 

I lie Sub-Committee may feel it Nould be Northwhile to ask 
candidatcs to do a short presentation on a subject. chosen by 
the. Coninlittee. and notified to the candidate in the letter for 
inter\ ieit. In doing this. the Sub-Committee will not only 
tind nut more about the person's presentation skills. an 
o h \  inus important criteria for a "Chief Executive", but find 
out about the person's views. ideas and initiative on a 
topic i ss lie. 

( c )  Occupational Tests 

Tests should be carried out by a trained and licesed 
assessor. 

A great deal of debate has taken place in personnel spheres 
n~ er the advantages and disadvantages of various kinds of 
selection tests. Tests properly carried out by a trained 
assessor can help an interview panel to arrive at a more 
accurate and informed decision about a candidate, although 
an occupational test would merely form a part of the 
recruitment process. The results should act as guidance 
rather than as a reason for rejecting a candidate. 

(d) Psychological Tests 

For- the "Chief Executive" post the impact of an individual 
personality can make a great deal of difference, in both a 
positive and negative sense. If using a psychological test, 
therefore. thought must be given to which personality 
characteristics can contribute to successful performance and 
which characteristics would lead to poor performance. The 
process involves the candidate answering questions which, 
once marked by the trained assessor, will produce a 
personality profile. 

Factors to Consider Before 

Reliability - Does the test 
give consistenl results? 
Validity - Will the lest 
identifi the skills and 
qualities needed? 
Acceptability - Does the 
test have the confidence of 
the candidates? 
Effectiveness - Does the test 
have approve track record 
when used for similar 
appointments? 
Norms - Have results been 
tested against comparable 
groups of alternative 
individuals? 
Bias - Care must be made to 
ensure that the tests ure not 
discriminatory. This is with 
special inference to 
candidates with disuhilities 



0 t her Considerations 

( i )  References 

Tht. application form requested the names of two referees. 
The status of the references used provides an indication of 
hoLv the candidate is regarded and if no reference is used 
tiom the current employer the candidate can perhaps be 
questioned as to why not. in the interview itself. 

Caution should be taken over the importance attached to 
rcferences. They can, however. be useful in confirming 
t'actual information given on the application form, such as 
length of service, or for finding out about the candidates 
attendance record. 

They are helpful, therefore, but only if used with care. 

( i i )  Rehabilitation of Offenders Act 1974 

The provisions of the above Act provide protection to 
persons with a criminal record from being discriminated 
against when applying for jobs, and from discrimination. for 
the reason of a conviction that has been "spent". However, 
an authority would be advised to find out whether the 
successful candidate has a conviction that has not expired. 
To do this, candidates, called for interview. should return a 
conipleted criminal convictions form. This would only be 
opened if the person is offered the post. A model of a 
Criminal Convictions Declaration Form is attached 
(Appendix 5 ) .  

( i i i )  Medical Testing 

The authority is advised to undertake some form of medical 
for its successful candidate. This could take the form of a 
medical questionnaire (Appendix 6 )  that would be submitted 
L4hc.n attending for interview. in a sealed envelope. This 
would only be opened if the candidate is to be offered the 
job. A medical adviser may be contacted. thereafter, if  
deemed necessary from the contents of the questionnaire. 



Reaching a Decision 

Oncc tlir intrr\,ie\vs and selection procedures have been 
concluded. a decision \vi11 be made on the basis of the 
information collated. The panel will decide accordingly and 
if not operating Lvith full delegated powers relay this 
information to a full council meeting arranged to coincide 

ith the making of the decision. for approval. The adviser 
shall inform the candidates of the decision of the Sub- 
Comniittec and this tvi l l  be confirmed in writing. 

Offer of  Appointment 

U'ith candidates likely to be applying for several posts. they 
ma) tind themselves in the dilemma of being offered a 
position n hile still to be interviewed for another. preferred 
post. in  a different authority. In order for fairness to be 
applied to both the candidate and the authority offering the 
job. there must be some form of compromise. Whilst 
recognising that authorities would wish to appoint their 
"Chief Executive" as soon as possible. the authority should 
allo\c a reasonable time of 7 days between the post being 
offered and accepted. 



m n d i  X I  

Duties and Responsibilities of Post of "Chief Executive" 
Recruitment Adviser 

Qbiective To advise and direct the interview panel. The person will 
liaise particularly closely with the Convener and the Interim 
Clerk. 

Dutles 1.  Advise on requirements of person specification and 
job specification for "Chief Executive". This is done 
through the first meeting of the panel. 

2. Advise panel on which procedures would be most 
suitable for a "Chief Executive" post. Options that 
should be considered are contained in the framework 
selection procedure issued by COSLA. 

3. Make administrative arrangements for:- 

a)  The date of interview; 
b) Location of interviews; 
c) 
d) 
e) 

Issuing of correspondence to candidates; 
Issuing of correspondence to referees; 
Issuing of correspondence i.e. letter of 
appointment and contract, to the successful 
candidate; 
Rejection letters to unsuccessful candidates; f )  

g) Medical examination if appropriate. 

4. Attend shortlisting panel. Advise panel on which 
applicants do not conform to the requirements of the 
job specification. 

5 .  Be familiar with the terms and conditions that are 
attached to the particular post applied for. 

6 .  Fully consider practical matters relating to the issues 
such as length of time required to formally accept 
post. expected date of start, etc. 

7. Be familiar with. and advise on employment law 
matters. 



8. 

9. 

Ensure fairness and good practice is folloned 
throughout the recruitment and selection process. 
Prepare a report. based on the interxiew assesstiient 
sheets. and the reasons for selecting the successful 
candidate, and for rejecting the unsuccessful 
candidates for interview. 

10. Inform Staff Commission of choice. 

1 1, Provide feedback, if requested. to unsuccessful 
candidates. 

. .  Administrati ve S U D D Q ~  The adviser will have secretarial support. provided by the 
existing authority and arranged by the Interim Clerk. 

Restrictions The adviser should be a senior officer. with experience in the 
recruitment process who is not applying for a position in the 
unitary authorities. Preferably the adviser shall have had no 
direct involvement with an existing authority uhose 
functions will be taken over by the new authority. The 
obvious intention is to avoid the potential for bias. or 
accusations of bias. The selection process should be fair. 
and seen to be fair. 

The adviser shall not have an active part in the choice of 
candidates for both the interview and selection of candidates 
following the interview, although can advise the Sub- 
committee on objective matters. specifically which 
candidates conform or do not conform to the requirements of 
the job profile. The adviser will certainly not be expected to 
ask questions at interviews. 
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Reauiremea Senior officer experienced in recruitment/selection 
procedures 

Not applying for posts in new authorities. 

Preferably not involved. in any capacity, with a present 
authority that will be incorporated into or cover the new 
authority . 

Familiar with recruitment and selection techniques and 
issues. 

Pavment Familiar with employment law matters, especially equal 
opportunities regulations, relating to recruitment and 
selection. 

This will be a matter for the authority to determine who may 
wish to take account of the payment set for the position of 
Interim Clerk. 

.. . 



Chief Executive 
Job Profile 

Purpose o f Job The Chief Executive. as Head of the Council's paid sewice. 
has authority over all other Officers except when a Chief 
Officer is exercising a personal statutory responsibility. 

The Chief Executive is responsible for the effective 
management of the Council; for providing advice and 
guidance on major policy options; for ensuring the effective 
implementation of Council policies and service delivery and 
for monitoring performance. 

. . . .  Princ ipal Responsibil I ties 

1. 
on matters of general policy, ensuring that the Council is 
kept properly informed. 

To act as the principal policy adviser to the Council 

2. To advise the Council on: 

(a) the co-ordination of the Council's functions: 

(b) the staffing requirements of the Council. and 

and proper management of the Council's staff. 
the organisation, appointment 

3. To ensure that a corporate approach to the 
management and execution of the Council's affairs is 
maintained and that advice to the Council is given 011 a co- 
ordinated basis. In addition, to ensure. through the Council's 
Chief Officers. the effective and efficient implementation of 
the Council's policies and programmes and that the Council's 
resources are most effectively deployed to this end. 

3.  
the correct significance is given by the Council's staff to 
achievement of the overall objectives of the Council. 

To take such action as may be required to ensure that 

5 .  To provide strategic direction of the Council. 
securing the preparation of budgets, presenting policy 
options and leading Chief Officers on corporate policies and 
programmes. 
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.. . 

6. 
that budget preparation is kept to programme and that 
appropriate financial advice and information is available to 
the Council. 

In conjunction with the Director of Finance. to ensure 

7. 
term plans to meet the social and economic needs of the 
Council area. 

To ensure preparation of integrated short and long 

8. 
Officers. strategies for coping with change and ensuring that 
new statutory obligations are met. 

To initiate and develop with Members and Chief 

9. 
foster good external relations with other local authorities, 
Government departments, other public agencies, community 
bodies, the media, the private sector and the public in 
general. 

In pursuit of the Council's interests, to promote and 

10. 
system through performance management systems, a 
corporate value programme, systems for monitoring service 
quality and a corporate management development 
programme. 

To develop a comprehensive performance review 

1 1. To ensure the effective management of the DSO and 
DLO organisations, the monitoring of their performance and 
the preparations for the extension of CCT to other Council 
services. 

12. 
practices in the field of central and local government. and the 
theory and practice of management. 

To maintain an up-to-date knowledge of trends and 

13. 
which may be assigned by the Council. 

To undertake any other duties and responsibilities 



E S S ENTl.4 L 

Personal FeaturesiOualities Highly skilled 
communicator 

Person Specification 

Proven leadership skills 

Ability to motivate staff at 
all levels 

High standard of 
professional integrity 

Ability to relate 
appropriately to elected 
members 

Relevant ExDeriem Experience of senior 
management in a local 
authority 

Experience in interpreting 
and understanding complex 
financial/budgeting 
information 

Formulation of complex 
policy documents 

Educatioq Highly developed literacy 
and numeracy skills 

DES I RA R I ,  E 

1nnovatii.e and perceptiie 

Pro-ac tive 

Thorough understanding ot' 
the workings of local 
government 

Proven achiei.ements in 
specific areas of local 
government 

Educated to degree standard 
and professional 
qualifications 
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Soecial Knoivledce and 
Skllls 

Negotiating skills over a 
wide range of issues 

Specific knowledge of 
legislation affecting local 
government 

Highly developed written 
and verbal skills 

Effective presentation skills 

Disposition Strategic thinker 

Ability to readily adapt to 
changing circumstances 

Display calmness under 
pressure 

Possess a high degree of 
political sensitivity 

Self disciplined and able to 
work to strict deadlines 

'. , 



In ten, iew Assessment Sheet 

1 I 

WEIGHTING, RATING (0-5) TOTAL 
____ -- - __ . - - CRITERIA 

----- 

I _ _  - 

Impact 2 
__ - - - -- - - 

I 

.-____ 
3 I 

4 I 8 
4- 

Interpersonal skills 

I Quality of response to I 2 
I 

ACCEPT/REJECT 

INTERVIEW TIME: 
_ _  . - _ _ _ _ _  - . 

Candidate‘s Name: 
POST: Chief Executive FINISH: 

- . - - - . - - - 

See instructions overleaf 

INTERVIEW SCORE 

I 
I-_____- 
I 

questions 
Presentational skills 2 

, 
I Disposition ~ 4 , I 

Total 

Style: Very Good/Good/Acceptable/Poor 

Content: Very Good/Good/Acceptable/Poor 
- 

Comments: 

I Psychometric Test I 
I I 

Comments: 

Overall Assessment 

* These figures are used for the purpose of example only 



Instructiou The interview scoresheet has different criteria listed for the 
interviewer to classify the candidate's interview performance. 
The column headed weighting indicates the importance o f a  
criteria. As an example, the scoresheet overleaf has a 
Quality of Response to Questions weighting of 4 out of 5 .  to 
indicate that i t  is an important criteria. The rating column is 
the basic score, out of 5 that a candidate receives. In the 
example, the rating is 2 out of 5 .  The weighting and rating 
column is then multiplied to give a total of 8. The other 
scores are then added together, to give an overall total. 

The other sections give the interviewer the chance to 
summarise the other parts of the recruitment process on the 
same sheet, therefore aiding the overall assessment of the 
candidate. 

'. , 



,\DDendiu 5 

c 

Name Address I Date from-to I 
I 
I . - 

__- ___--- - - - - - - . - . - - - 
I 

I-_--- 

I 
I_--- 

Criminal Convictions Declaration Form 

f The provisions of the Rehabilitation of Offenders Act 1974 
Act 1974 makes i t  unlawful for employers. or pr0spectit.e ernploJ,ers. 

to take into account offences in relation to which the person 
concerned is deemed to be rehabilitated (for details see 
overleaf). 

All candidates should complete the appropriate sections of 
the form. The form should then be returned to the authority. 
prior to interview, in the envelope attached. The envelope 
shall only be opened if  the candidate is to be offered the post. 

(a) If you have had a previous conviction that has not expired. or if you have a court 
appearance pending please supply details below. 

(b) I f  you have no previous convictions, or if you do not have a court appearance 
pending. go straight to the DECLARATION section. 

Signature: Date: 
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h i s  depends on the sentence given. For a custodial sentence. the length of time actually 
w . e d  is irrelevant. the rehabilitation period is decided by the original sentence and 
:onimences on the date of conviction. 

SENTENCES OF MORE THAN 2% YEARS CAN NEVER BECOME SPENT 

Ither sentences become spent after fixed periods from the date of conviction. 
{ere are some examples: 

. .~ . -. _.___ _ _  -. . 

SENTENCE 1 REHABILITATION 
I PERIOD 

. - .- - - _- . - . - - -. - -_ - . . . . . - - ..... - - 
Peopleaged ~ People 

1 when j when 
17 or over , under 17 

convicted ~ convicted 
___ -- 

'rison (immediate or suspended sentence or youth custody 
dore than 6 months and not exceeding 2% years 1 10 years ~ 5 years 

%son (immediate or suspended sentence) or youth custody 
3 months or less 

: ine or community service order 

4bsolute discharge 

There are 2 sentences for people under 2 1 for which there is no variation in the 
~habilitation period according to age when convicted. These are: 

3orstal . - - (replacedby youth custody in May 1983 

letention centres I 3 years 

~ .. .. -. . . . - .  ---- 

~ 

1 7 years ~ 3% years 

~ 5 years I 2% years 

~ 6 months j 6 months 

- ..__-c__ - .. __ _____ -. 
- - . . .. _.. _ _  - - _-__ ___- ___ - - .- -____. 

-- ._-- _____.--.-- - , 

! 7 years i r------- 
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U'ith some sentences the rehabilitation period varies: 

SENTENCE REHABILIATION 
PERIOD _____- - _- - - -_ -_  ____- 

Probation. supervision. care order, condition discharge or bind- 1 
o\ er 

Attendance centre orders 

Hospital orders (with or without a restriction order) 

I year. or until the order 
expires (whichever is the 

longer) 

I year after the order 
expires 

5 years. or 2 years after the 
l order expires (whichever is 
' the longer 

1 Until the order expires 

p-p--L __ ________ ._ ___-_ __-- 

___ ___ __ _- - - - -_________. - -_ - _ _  - ~ -  

- - ____ 
Orders imposing a disqualification, disability or prohibition 
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Health Questionnaire 

/CONFIDENTIAL 

The information recorded on this form will be confidential to the recruitment Sub- 
Committee and medical adviser and will not be divulged to any other person. 

_ _ _ - - ~  
Malememale Name in full 
Date of birth Maiden name 

Address l Height 
Weight 

+- _- - - .- 

__ -- - - 

_. ---i 
I 

- Telephone - -1 I - _ _ _  _ - ~  ----- -- 
Present employment/place of work 

Job applied for 
Family Doctor 1 Address 

-_ - - 

- - - .__-I- 

I f  the answer to the following question is "yes" please give details, including dates 

- 1 Yes ~ No 'Details 
. . ~  

Have you visited your doctor in the last 12 i I 
... . -. - .. -- 'I months? 

Are you receiving any medical treatment e.g. pills, 1 
injections, inhalers, ointments? 

"yes", how often? 

Have you had any illnesses, operations or injuries 
in the past which have caused you to be off work 
for more than four weeks? 

Are you Registered Disabled Person? 

Do you have any problems with your eyesight? 

Do you wear spectacles or contact lenses? 

Do you have any problems with your hearing? 

Do you smoke? If "yes" indicate how many 
cigarettes or how much tobacco you smoke a day. ' 
Do you drink alcohol? If "yes" indicate how much 1 

wine/beer/spirits you drink a week. 

- - - - - - - - - __ 
Haye you been off work in the past 

-- - 

. -  

1 
-- -- 

1- - - --__. ____ - 

I I 
I 

- ~ - - -& - -  - -  - _ -  
I 



H a v e  ,ou ever had trouble with the undernoted at any  time? If "yes" please state 
which and give 

I 

I Skin diseasesiallergies 
-. .. - - - -  - -- 
Chest infections/pleurisy/tuberculosis - - I I -- -. - - 

I I 

Tonsillitis/sinusitis/ear infection I--- ----------____+ L L  -___ 

I 
I 1 --- I 1 ___- - - Hearicirculatiodblood pressure 

Varicose veins 
I 

1 I 
_____ - 

I Stornachibowel I 

I 

- 
i Diabetes - I _- 

! I Thyroid/other glandular illness 
1 

- 
, Hepatitisijaundicehlood-borne infectiodblood I I 

Epilepsy ~ 

Depression, nervous upset or psychiatric illness 1 
I certify that to 

the best of my belief the above answers are true and complete 

Signature 
Date 

FOR MEDICAL ADVISER USE ONLY 
Screened by Date of screening 

REMARKS 



Chief Executive 
Statement of Written Particulars 

The follobiing statement adheres to the requirements of the EMPLOYMENT 
PROTECTION (CONSOLIDATION) ACT 1978 as amended by the EMPLOYMENT ACT 
1980 and TRADE UNION REFORM AND EMPLOYMENT RIGHTS ACT 1993. 

You are employed within the department. 

POST TITLE: 

DATE OF APPOINTMENT: 

1 .  Date of Cmm-U-d 

(a) Your period of continuous service for statutory employment rights dates 
from: 

(b) Your period of continuous service for the purposes of calculating entitlement 
to redundancy payments dates from: 

2. Location 

Your normal place of work will be 
... However, it may be required for the post holder to work in other locations within the 

authority, possibly on a permanent basis. 
to attend meetings etc outside the authority boundaries as a representative of the 
authority. 

The post holder will further be required 

3. Your commencing salary is f per annum. This salary is interim only and 
will be subject to review, the details of which will form part of the 1996/97 salary 
settlement. 

Payment is by 
month by direct credit transfer. 

instalments and will be made on the day of the 



30 

4. Hours of Work 

The standard working week is 37 hours but may be subject to local variation. The 
hours worked will be those required to fulfil the duties and responsibilities attached 
to the position. 

5 .  Holidav Entitlemea 

Your current annual leave entitlement is 27 days per annum plus those general and 
public holidays recognised in the area. 

For broken periods of service a proportion of holidays shall be granted in accordance 
with the table included in the attached Schedule 1. 

6. s Absence 

Your entitlements during any absence due to sickness or injury are as set out in the 
JNC Scheme of Conditions of Service for Chief Officials attached at Schedule 2 .  

7. Notice Periods 

Subject to the statutory provisions contained within Section 49 of the Employment 
Protection (Consolidation) Act 1978 the minimum period of notice to which you are 
entitled is:- 

The minimum period you are required to give to terminate your employment is:- 

8.  Grievance 

When you are aggrieved on any matter it shall be investigated by a committee of 
members set up specifically for the purpose. 

9. D i sc ip lk  

Details of the procedure are attached at Schedule 3. 
against any disciplinary action taken against him/her. 
heard by the full Council or a special committee set up by the Council with delegated 
authority . 

An employee may appeal 
Such an appeal should be 



10. 

1 I .  

12. 

13. 

. .  Political Res trictioq 

The post of head of authority paid service will be politically restricted and the post 
holder ivill.  therefore, be debarred from standing for election to the local authority. 
There ivi l l  also be restrictions on holding office and canvassing for a political party. 

Exclusive Emp1ovmen.t 

An official shall devote whole time service to the work of the authority and shall not 
engage in any other business or take up any additional payment without the express 
consent of the authority. 

Pensions and Pension S c h e m  

Under statute you are required to make provision for your pension. Unless the post 
holder stipulates otherwise, the post holder will be contracted into the local 
government superannuation scheme. The Local Government scheme is contracted 
out of the state earnings related pension scheme and is a final salary scheme. This 
means that your benefits are related to your earnings and service and the employer 
guarantees that the promised benefits will be paid. Forms of application and details 
of the benefits of joining the scheme are available on request. 

. .  Terms and Conditions of Employment 

Terms and conditions of employment will be in accordance with the collective 
.. , agreements negotiated from time to time by the JNC for Chief Officials as adopted 

by this Council and supplemented by any local collective agreements made by the 
Counci 1. 

The JNC agreements directly affecting other terms and conditions of employment 
cover: 

Maternity Leave and Pay 
Car and Motor Cycle Allowances 
Travelling and Subsistence Allowances 
Conduct 
Canvassing 
Rights of Appeal 
Trade Union Membership 
Discrimination 



Schedule I 

Annual Leave - Table for Broken Periods of Service e 

Full Annual F.nt i t l e m e c  
2uw 

Completed* months of Pro-rata entitlement 
:ontinuous service in current 

leave year _ _  ._ ._ - - 

1 2 
.. - -~~ ----- - -- 

5 

I 
I 10 i 23 

0 

year‘s service; and (ii) for officials leaving local authority 
To be used (i) for new entrants with less than one 

service. 

* 
date in one month and the immediately preceding date in 
the following month (for example. 15 February to 14 March 
inc 1 usive). 

A “complete month’ means the period between a 
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Schedule ? 

Payment and Period o f  Sickness Entitlement 

( 1 ) U'lirre an official satisfies the qualifying conditions as set out within the JNC 
Scheme of Conditions of Service for Chief Officials, entitlement to Sickness 
.Mlowance will depend on length of service as follows: 

Service at Full Allowance Half Allowance 
-. commencement of for for 

I absence from duty 

Less than 1 year 5 weeks 5 weeks 

1 year but less 9 weeks 9 weeks 
than 2 years 

2 years but less 18 weeks 18 weeks 
than 3 years 

3 years but less 22 weeks 22 weeks 
than 5 years 

5 years or more 26 weeks 26 weeks 

( 2 )  In exceptional circumstances the authority shall have the discretion to extend the 
period of full allowance or half allowance provided for in this paragraph. 

(3)  -.A The period for which the allowance shall be paid in respect of any period of absence 
due to sickness, shall be ascertained by deducting from the period of allowance 
appropriate to the official's service on the first day of absence, the aggregate of the 
periods of absence due to sickness during the twelve months immediately preceding 
the first day of absence except that neither the aggregate nor the twelve month 
period shall include any periods of absence on unpaid leave. The aggregate of such 
previous periods of sickness allowance shall be deducted in the first instance from 
the full allowance period and the balance from the half allowance period to which 
the official is entitled in respect of the latest absence. 



(4) Serk ice shall be assessed for the purpose of qualifying for entitlement to sickness 
allouance. as all previous service with any local authority and any previous sen ice 
Lsith an employer deemed by the local authority to be appropriate. For these 
purposes a local authority is one of the employers listed i 
Payments (Local Government) (Modification) Order 1983. 

in the Redundancy 

( 5 )  Where an official has entered or re-entered local government employment, and is in 
receipt of benefits under any occupational pension scheme. service from sickness 
allowance purposes shall commence on the date of entry or re-entry into the local 
government service. 



Model Disciplinary Procedure for Chief Executive and Chief Officials 

Introduction 

1.  I t  is recognised that discipline is essential for the proper and efficient conduct of an 
authority's affairs. 

_. 7 I t  is also recognised that disciplinary action must be applied fairly and equitably and 
that employees should have a right of appeal against any decision which affects 
them. 

This procedure applies to Chief Executives and to chief officials, but not to depute 
chief officials who will be subject to the disciplinary procedure prescribed for APT 
& C Staffs. 

3. 

. . .  i s c i w r v  Action W t  Clu&Officl;pls 

4. 

5 .  

6 .  

7.  

8. 

The Chief Executive will be responsible for all matters affecting the discipline of 
chief officials. but when formal disciplinary action is contemplated the relevant 
members of the authority should be consulted where appropriate. The Chief 
Executive should also consider the extent to which professional judgement is 
involved and to what extent professional advice will therefore be required in making 
an assessment. 

In cases where a chief officials is suspected of misconduct, the Chief Executive shall 
carry out. arrange for, an investigate to ascertain the facts. The chief official may be 
suspended on full pay pending the outcome of the investigation. 

In all cases where disciplinary action is being considered, the Chief Executive, at the 
earliest appropriate opportunity shall interview the chief official, who will be 
advised in advance of the purpose of the interview. At this interview the allegations 
will be put to the chief official who will be given the opportunity to explain or 
defend hidherself and my do so personally or with the assistance of a representative 
of hidher choice. 

It is recommended that the Director of Personnel, or the appropriate officer 
responsible for personnel matters, be present at the meeting as an adviser. 

Where a chief official's work, conduct or omission is such as to warrant disciplinary 
action. the Chief Executive shall take the necessary action which may include a 
warning, final warning, withholding of an increment, suspension with pay. 
demotion, reduction in salary or dismissal. 
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9.  

10. 

1 1 .  

12. 

In the case o f a  first offence. other than for gross misconduct. the disciplinary action 
should normally be a ivarning,which could be a final warning. 

Where a warning has been issued and the chief official commits a similar offence or 
a subsequent different but equally serious offence, the Chief Executive may issue a 
final ivarning or take other serious disciplinary action. . 

Certain acts of gross misconduct may lead to instant dismissal. 

Any disciplinary action imposed will be confirmed in writing by the Chief 
Executive. The letter will 
of discipline imposed. the consequences for the chief official if there is 
misconduct. the right of appeal and the nominated official to 
should be submitted. The letter shall be sent to the chief official using recorded 
delivery. where necessary. 

specify the reason for the disciplinary action. the level 

whom an appeal 
further 

13. If the chief official wishes to exercise the right of appeal it should be made in 
writing to the nominated official within 28 calendar days of receiving the 
disciplinary letter from the Chief Executive. 

14. 

-. . 

On receiving an appeal against disciplinary action the nominated official shall 
arrange for a meeting of the appropriate appeals committee. Normally this should 
be held within 14 calendar days of 
agreement of both parties, the time limit may be 

receipt of the letter of appeal although, with the 
varied. 

15. The appeal shall be heard in accordance with the authority’s appeals procedure and 
the chief official may be represented by a person of hisher choice. 

IsciD-ct the Chief Executive . . .  

16. If the authority have cause for complaint against the Chief Executive the matter 
should be investigated by a committee of members set up specifically for this 
purpose. This committee may have delegated powers to act in which case the Chief 
Executive shall have a right of appeal. 

17. Any appeal should be heard by either the full Council. or a special committee set up 
by the Council with delegated authority. In both cases. those members who sat on 
the investigating committee which made the decision should be excluded. 



Hearines to be in prii'atg 

18. Any matter relating to disciplinary action in respect of a chief official of the Chief 
Executive which is heard by a sub-committee. committee or by the full Council shall 
be taken in private session. after the statutory resolution to that effect has been 
passed. 

.. . 




