








Annual LeaveAnnual Leave
You will be entitled to 30 days’ paid leave. In addition,

you will receive 8 days public and 2½ days privilege

holidays (pro rata for part time employees).

No Smoking and Car ParkingNo Smoking and Car Parking
The Highways Agency complies with smoke free

legislation banning smoking in enclosed public

places and workplaces. As a green organisation, 

we do not offer car parking facilities as part of the

terms and conditions of employment.

After InterviewAfter Interview
Honesty and integrity are of paramount importance

for all of our positions. Appointment of successful 

candidates will be subject to satisfactory

completion of enquiries into nationality, qualifi cations, health, security 

check and other matters before the Highways Agency can make you 

a formal offer of appointment.

The subsequent discovery that you have provided false or misleading

information may lead to the withdrawal of the employment offer or, if

established after employment has commenced, formal action which

may result in your dismissal.

Where a successful candidate cannot be immediately posted into a job 

due to insuffi cient vacancies in their chosen location(s) the individual’s

name may be put on a waiting list for a period of time during which, 

candidates will be offered suitable vacant posts if and as they arise.

A Brief Summary of Benefi ts
The Highways Agency is an organisation that takes great pride in its work

and the excellent service that its employees provide to customers. In

return the Highways Agency offers a highly attractive reward package.

As well as benefi ts such as the pension scheme, generous annual leave

and annual salary reviews, our extensive benefi ts package includes:
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•   Development and Training Opportunities, through structured courses,

project work, mentoring programme, opportunities to apply for

promotion and on the job learning

• Maternity leave (full pay for 6 months)

•  Adoption leave (pay dependent on age of child/length of service)

• Partner Support Leave (3 weeks on full pay)

• Special leave with/without pay

• Parental Leave

• Time off for dependants

• Extended Special Leave

• Career Breaks (up to 5 years)

• Interest free loans for season tickets/bicycle

• Christmas salary advance (grade dependent)

• New entrant mid monthly salary advance

•  Salary sacrifi ce for childcare vouchers (potential saving of £1000

per annum)

•  Subsidised holiday play scheme (60% employer contribution)

•  Flexi-time in all offi ces which allows fl exibility in the working day (this is

not available to paybands 7 and 8)

• Right to request fl exible working for all staff

•  Term-time/ part time/ compressed hours/ job sharing

•  Employee Assistance Programme offering free independent advice and

support on a range of issues to employees, their family and friends.

Full details of these benefi ts will be set out in your terms and conditions if

you are recommended and accept an appointment within the Highways

Agency.  Benefi ts, Terms and Conditions might be updated from time

to time; any changes will be communicated through the appropriate

channels and will take precedence.

Other Benefi ts (subscription based) –

• Civil Service Motoring Association (CSMA)

• The Civil Service Benevolent Fund (CSBF)

• The Benenden Healthcare Society

•  Trade Union membership with the recognised unions being the

First Division Civil Servants (FDA), PROSPECT and Public and

Commercial Services Union (PCS)
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General Information for all candidatesGeneral Information for all candidates
Your application will not be considered if it is received

after the closing date. When returning the completed

application form, please ensure that you use the

correct postage so that your application is not delayed. 

You should send or email your completed application

form, in plenty of time before the closing date. 

Guaranteed Interview Scheme for Disabled PersonsGuaranteed Interview Scheme for Disabled Persons
The Highways Agency operates a Guaranteed Interview Scheme for 

disabled people (as defi ned by the Disability Discrimination Act 1995) 

who meet a minimum standard for these appointments.

In setting the minimum standard in any of the core competencies, the 

standard will not discriminate against a person with a disability unless 

the reason can be justifi ed. In order to be successful at the short-listing

stage, applicants must achieve at least the minimum required standard

in all competencies / achievement record in the application form. For 

scoring purposes, the Highways Agency uses a 5-point scale.  A score 

of 3 is used to show that the applicant has provided acceptable evidence 

(more positive indicators than negative) of the relevant competency.

In some exercises an aggregate score of 60% of the total possible 

marks may be the acceptable minimum standard.

If you wish to apply for consideration under this scheme, please complete

the appropriate section on your application form. In addition, if you

require any special arrangements at our selection centre, please give

details to enable us to make the appropriate arrangements. Disabled

applicants who meet a minimum standard will be invited to interview.

Equal OpportunitiesEqual Opportunities
The Highways Agency is an equal opportunities employer. We positively

encourage applications from suitably skilled candidates from all sections

of the community, and all backgrounds, as we value diversity and aspire

to refl ect this in our workforce.
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Diversity Monitoring FormsDiversity Monitoring Forms
We want to fi nd out if our equal opportunities policy is working and to takke

steps to ensure further progress is made in achieving a diverse workforcce

which refl ects our diverse customer base. To do this we need to knoow

some details about the people who apply to join us. We therefore ask yoou

to complete the Diversity Monitoring form included in your applicatioon

pack.

The information you give us is confi dential and is not 

seen by anyone connected with the selection process. 

If you become an employee of the Highways Agency

the information will be recorded for the purposes of 

diversity monitoring within the Agency.

Please enter your name on the form. This enables 

us to track your progress through the recruitment 

process. It also helps us ensure that there is no 

discrimination at any stage of the recruitment 

process. Please send this form with your application 

in the envelope provided.

Data Protection 1998

We all need to take care when dealing with information 

which identifi es an individual (Data Subject). This 

may be just their name, address & contact details 

or other information which is more sensitive such as 

their date of birth, age or diversity information. We 

must not collect too much personal information and 

data we collect must be adequate, relevant and not 

excessive in relation to it’s purpose. 

The Data Protection Act asks that we take special 

precautions when holding and using personal data 

to ensure that it is only used for specifi c purposes, 

is kept accurate and up to date and not kept for 

too long.  We must always hold personal data as 

securely as possible and only allow approved 

access to it. If we transfer data outside the HA, is 

has to be done in a secure way.
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It is a criminal offence if you break any of the principles of the Data

Protection Act. Once you are a Highways Agency employee, you can

contact the Highways Agency Data Protection Offi cer for advice or if

you feel uncomfortable about any aspects of holding or processing

personal data. You will also be able to use the Data Protection Advice

inbox in Outlook to seek information from the Highways Agency DPA

Offi cer or read through the guidance on the intranet (Portal).

Complaints under the Civil Service Commissioners 
Recruitment Principles

The Highways Agency’s recruitment processes are underpinned by

the principle of selection for appointment on merit on the basis of fair 

and open competition as outlined in the Civil Service Commissioners 

Principles which can be found at www.civilservicecommissioners.org.

If you feel your application has not been treated in accordance with

the Principles and you wish to make a complaint, you should contact 

Central Recruitment Team Manager, 2nd Floor, Lateral, 8 City Walk,

Leeds, LS11 9AT in the fi rst instance. If you are not satisfi ed with the

response you receive from the Highways Agency, you can contact the 

Offi ce of the Civil Service Commissioners.

Highways Agency Information Line: 08457 50 40 30

PLEASE REQUEST WRITTEN INFORMATION IN DIFFERENT FORMATS AND IN 
BRAILLE IF NECESSARY by contacting the named person in the advert.
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Offi ce Locations

We have a number of regional offi ces in England, which help us to 

form closer links with our local customers and stakeholders and play 

an active part in the local planning process.
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London

Woodlands

Manton Lane, Manton Ind. Est.
Bedford, MK41 7LW

Broadway

5 Broadway, Broad Street
Birmingham, B15 1BL

Temple Quay House

2 The Square, Temple Quay
Bristol, BS1 6HA

Federated House

London Road
Dorking, RH4 1SZ

Ash House

Falcon Road, Sowton Ind. Est.
Exeter, EX2 7LB

Lateral

8 City Walk
Leeds, LS11 9AT

123 Buckingham Palace Road

5th Floor
London, SW1W 9HA

City Tower

Piccadilly Plaza
Manchester, M1 4BE
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This map is based upon Ordnance Survey material with the permission of 

Ordnance Survey on behalf of the Controller of Her Majesty's Stationery Office  

© Crown copyright. Unauthorised reproduction infringes Crown copyright and may 

lead to prosecution or civil proceedings. Highways Agency 100018928 2007. 
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