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General Information & Guidance Notes to Candidates

	DIVERSITY STATEMENT


Newsquest (North West) Limited is committed to encouraging diversity throughout its workforce.

Our mission is to publish market-leading newspapers which reflect the views of the communities they serve.

To that end, our diversity programme encourages a workforce that reflects local demographics and provides equality and fairness for all who work for us.

We are committed to:

* Encouraging diversity throughout our business

* Upholding our equal opportunities policies

* Monitoring progress in managing diversity

	EQUAL OPPORTUNITIES STATEMENT


Newsquest (North West) Limited is committed to a policy of treating all its employees and job applicants equally.  No employee or potential employee will receive unjustified less favourable treatment or consideration on the grounds of race, colour, religion, nationality, ethnic origin, national origin, sex, sexual orientation, marital status, age, or unless justifiable, disability.  Nor will they be disadvantaged by any conditions of employment or Company requirement.  

The Company takes all practical steps to ensure that: -

· All employment decisions are based upon objective job related considerations

· The personnel policies and practices within the Group reflect the objectives of the policy

· All employees are made aware of this policy

	DATA PROTECTION ACT


The information you give us on this form may be processed by a computer, but will be used for recruitment and selection purposes only.  If your application is successful and you commence employment with Newsquest (North West) Limited some of the information may be put onto a computerised personnel system.  This information will be kept in the strictest of confidence at all times.

The details relating to your application for employment will be kept securely on file for six months after an appointment has been made to the position, unless you expressly state in writing that you do not wish the Company to do so. 

	GUIDANCE NOTES


Please read the guidance notes carefully, before completing your application form.

Application form

Applications will only be considered from candidates who meet the requirements set out in the job description and person specification.  Please note that CVs will not be accepted. 

The application form plays a key part in our selection process.  The information is used to decide whether you are short-listed for interview.  We will look at the ways you have detailed how you meet the job requirements, in your application.  You therefore need to ensure that you clearly detail how you match the requirements.

Completing your Application Form

Within your pack you will find a job description and person specification, setting out the role for the job and the attributes, the competencies required by the successful candidate and how they will be 

measured.  You should study the information carefully, as it will help you to complete your application form.

The first part of the form deals with your personal details and your education and training.  When attending for an interview you will be asked to provide evidence, i.e. certificates, of academic or professional qualifications.    Should the job you are applying for require you to drive a Company vehicle, you will also be asked for your driving licence during the interview.

Please ensure that only training specific to the job you are applying for is included, and that all training is in date order, commencing with the most recent first.

The second section looks at your current and previous employment.  If this is the first full-time role you are applying for, please detail any work experience you may have had.  Bullet point information is preferable when detailing information on your current position.

The next section focuses on the competencies the successful candidate will need to do the job well.  Referring to the person specification read the competencies carefully and provide clear examples of your past experience which relates specifically to the competencies.  Examples can be taken from any aspect of your life which you consider to be relevant i.e., current or previous employment, experience gained from home, or school activities.  For each example please state what you did, how you did it and what the outcome/results were. 

This information will also be used as a basis for the interview, which will be structured around the areas of competencies in the person specification.  If you are short-listed for interview, you may be asked to discuss the examples you have used in more detail.

Medical Details

All applicants will be required to complete a Medical History Report and return it with their application form.  Applicants answering "yes" to any questions, will not automatically be precluded from employment but it is possible that a medical examination may be required. The Company is aware of its responsibility under the terms of the Disability Discrimination Act 1995. Details of any disability you may have should be included on this form in order that the Company can make any reasonable adjustments should they be required to the workplace, to the position you are applying for, or in order for you to attend for an interview if you match the criteria and are short-listed.
Asylum & Immigration Act 1996

In line with Section 8 of the Asylum & Immigration Act 1996, Newsquest is required by law to ensure that all employees are legally entitled to work in the UK and are not subject to any immigration controls.  Therefore, before any job offer is made, individuals will be asked to provide relevant documents to prove their eligibility to work in the UK.  Most common are: 1. A UK passport that details the person as a British citizen. 2. A P45/P60 and a birth certificate.  However there are other documents which satisfy this legislation.  For a full list please visit the Home Office’s website at http://ind.homeoffice.gov.uk.

The Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become 'spent', or ignored, after a 'rehabilitation period'.  A rehabilitation period is a set length of time from the date of conviction. Should you have any convictions which are not ‘spent’, these need to be detailed within the application form.

Offer of Employment
All offers of employment are subject to proof of eligibility to work in the UK, plus two satisfactory references.
Newsquest (North West) Limited

Registered Office:  58 Church Street  Weybridge  Surrey  KT13 8DP

Registered Number  3102566:   (England) Newsquest Media Group – a Gannett company 
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