PUBLIC APPOINTMENTS COMPETITION

DRAINAGE COUNCIL FOR NORTHERN IRELAND 2012-2015

POLICY ON THE ACCEPTANCE OF LATE APPLICATIONS

The purpose of this Guidance Note is to define and explain Departmental policy in relation to the submission of late applications for public appointments.

The policy of the Department is that applications must be received by the time and date stated in the publicity material.  Late applications are generally not accepted unless the Sponsor Branch i.e. Rivers Agency on behalf of the Drainage Council for Northern Ireland,  believes there are extenuating reasons for doing so.

For the purposes of this policy statement the following definitions will apply:

· The closing date is the final date and time on which applications can be accepted for a particular appointment;

· A late application is one that has been received by the Department after the designated closing date;

· An application consists of the agreed documentation, correctly completed; and

· An application is on time if it is received on or before the closing date.

Applications may be received in a number of different ways, for example they may be submitted:-

· By post;

· By e-mail;

· By fax; or

· Hand delivered.

It is the responsibility of the applicant, taking into account their chosen method of delivery, to ensure that sufficient time is allowed for their application to arrive with the department on or before the publicised closing date.  An application received by e-mail or by fax before the closing date will be treated as having met the return deadline but a signed, unaltered, hard copy must be provided before interview.  

In some circumstances, for example, a postal strike or other disruption to the postal system, the Sponsor Branch may decide to extend the publicised closing date for receipt of completed applications but must be discussed in advance with the Commissioner’s Office.

Handling late applications requires officials to exercise a degree of judgement.  The Sponsor Branch will consider all late applications and reject those where it appears there is no good reason for the delay.  The Sponsor Branch may accept late applications if it appears that the applicant took reasonable steps to submit it in good time.

An application will not be considered to be late if it appears or can be proven that the delay was caused by the Department’s own systems, for example:

· applications received in a post room before the closing date but are not delivered to the office managing the appointments process until after the closing date; or

· applications received electronically before the closing date but because of a delay at the department’s server are not delivered until after the closing date.

The Sponsor Branch may accept a late application if the applicant can provide satisfactory evidence that failure to meet the closing date was due to circumstances beyond their control.

It is not sufficient for an applicant to simply state that an unforeseen circumstance delayed submission of their application.  While the reasons for late submission may sometimes be personal in nature, an objective evaluation of their merit requires that some details be provided.  Specific information about the timing and nature of the cause of the delay will be necessary so that an informed decision can be made.

