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To conform to our equal opportunities policy, please fill out either an application form on http://www.jobsgopublic.com/, or one of our application forms by hand. Use of our standard form ensures we give all candidates fair treatment. For this reason, we do not accept CVs as a form of application.
Supporting Statement
At application stage, the shortlisting panel will use the criteria from the person specification to select candidates for interview. Thus it is crucial you demonstrate your skills, abilities, knowledge and experience against both the person specification and the job description. 
Qualifications
If you are shortlisted for interview, you are asked to ensure that you bring with you to interview any original relevant certificates of qualification, copies of which will be taken.
References
No offer of employment will be made without the receipt of two satisfactory references. Please see the application form for further guidance.
Pre-Employment Checks
For posts with access to vulnerable groups, successful applicants may be required to undergo pre-employment checks which can include a criminal record check and a check of client records. The level of criminal record check required is stated on the advert. The check is carried out by the Disclosure & Barring Service (DBS). Please visit https://www.gov.uk/disclosure-barring-service-check/overview to find out more about criminal record checks.
In addition Social Services has a policy not to employ spouses/partners where there will be a line management relationship between them, or where they will be employed in the same work setting or within the same line management.
Applicants should note that people employed in posts within Social Services will not normally also be appointed to be foster carers for Berkshire Children or to provide respite care or supported lodgings for adults or children. If you are currently a foster carer or provide respite care or supported lodgings, please indicate this in the supporting statement section of the application form. This will not preclude you from any shortlist but this will indicate the need for a discussion with you prior to appointment if successful.
All new staff are required to undergo a medical clearance, and will be asked to provide documents to confirm entitlement to work in the United Kingdom as required by the Asylum & Immigration Act 1996.

Equal Opportunities
We recognise the importance of equal opportunity in employment and have a policy in place to support this. Further information is available on the application form itself.
Please note: the shortlisting panel do not see any personal details as these are removed before shortlisting. Decisions are therefore made based on evidence of skills, abilities, knowledge and experience provided on your application form.
Positive About Disability
Candidates with a disability who can show that they meet the minimum requirements of the person specification are guaranteed an interview.
Right of Appeal
If you feel you have been discriminated against for any of the reasons set out in the Equal Opportunities Policy, please let us have written details of your complaint within 10 working days. This should be addressed to: HR & Payroll Services Manager, Reading Borough Council, Civic Centre, Reading, RG1 7AE.
Interview Expenses
We will reimburse reasonable interview expenses. Normal expenses will be based on 2nd class rail fare or actual car mileage. Please request an Interview Expenses Form when you attend an interview.
Recruitment Process
Following the closing date, a panel will score each application received on the criteria listed on the person specification. A shortlist of candidates will be selected for interview based on their scores.
Candidates who are successful at shortlisting stage will receive an email/posted letter informing that they have progressed to the interview stage. This letter will include details of the interview such as time, location, panel members, and what documentation they will need to bring with them. If you do not hear back from us within 2 weeks of the closing date, then it is unlikely you have progressed to the interview stage. Once you have confirmed attendance, references will be sought from referees you have given us permission to contact.
If you are selected as a preferred candidate following interview, we must ensure all documentation is collected - including two satisfactory references, relevant ID copies, declaration forms, and a starter form from the recruiting manager. Once these are collected, you will be sent an offer letter and medical clearance form together with documentation relevant to the post.
Feedback
If you would like feedback on your application, please email recruitment@reading.gov.uk or call 0118 937 2039 and your request will be passed on to the recruiting manager. 
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Below is a summary of our typical Statement of Main Terms & Conditions of Employment.
Please note: this may differ depending on the post.
Probation
· New employees subject to a six month probation period;
· Targets set to establish suitability for the post.
Salary
· Stated in your offer of employment;
· Paid monthly in arrears on the 25th of the month;
· Pay progression is subject to annual performance assessments;
· Progression increments awarded on 1st April.
Working Hours
· Normal working hours are 37 per week;
· Flexi-time scheme applies where appropriate.
Annual Leave
· 24 days plus bank holidays;
· Additional annual leave entitlements at service anniversaries;
· Leave year runs from 1st April to 31st March;
· Pro-rata entitlements for part-time staff.
Pension
· Automatic admission to a contracted out pension scheme;
· Option to opt out;
· Contribution rate dependant on salary level. 
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