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General notes

These notes have been written to help you complete your application form as successfully as possible.  Please read them carefully.  The form is the first stage of the recruitment process.  CVs and other testimonials will not be considered.  Please write legibly and neatly and check for errors to avoid confusion.

The application form and these guidance notes are available in alternative formats (audio and large print).  These can either be downloaded direct from our website www.south-thames.ac.uk or telephone our recruitment team on 020 8918 7230 to have them sent.

If you are shortlisted for interview, you will normally be invited by letter, telephone or email within 3 weeks of the closing date.  Unfortunately due to the number of applications we receive we are unable to inform those candidates who have not been shortlisted for interview.

Please note:
All offers of employment are subject to successful candidates completing satisfactory medical, CRB and reference checks.
The application 

You must complete all sections of the application form using black ink or a bold typescript as the form will be photocopied.  Please address the required skills knowledge and experience as outlined in the person specification in the order they are set out, giving examples where appropriate.  The details you provide here are an essential tool of the short-listing process and if you do not provide the requested information we will have an incomplete picture of your suitability for the position.  We cannot make assumptions about your abilities, so it is vital that you make it clear on the application form how you feel you match our requirements.

You must complete a separate application form for each position in which you are interested, as the selection criteria will vary from job to job.
You do not need to be able to complete the application form unaided to be considered for a job, provided that such an inability is not essential to the performance of the job.  Appropriate help will be available for applicants who cannot complete an application form themselves.
Completing the application form 

· The grey boxes indicate areas of the form which require details to be filled in.  To do so, click inside the grey area and type.

· Wherever you see a tick box selection, double click in the box you wish to tick and select ‘checked’ then ‘ok’ from the pop-up menu.

· Please ensure all sections of the application form are completed.
· Please clearly state, on the top right hand side of the application form, the title and reference of the job you are applying for.  The reference number will begin with a J and be followed by 4 numbers.
· If your contact details change at any time during the selection process, please notify us of your new details as soon as possible.
· When completing the sections on education, training and employment history, please ensure they are in chronological order with the most recent first.  You must also include periods of time when you have not been in paid work e.g. unemployed, travelling abroad, care responsibilities, etc.
· Please check to see if an interview date has been indicated in the advertisement.  If any dates for interview clash with dates that you are unable to attend please be advised that whilst every effort will be made to reschedule, this is not always possible.
· Please provide the names of two referees who will be able to give details of your abilities in a working environment.  You should include both your current/most recent employer and your previous employer.  If you have limited work experience and have just completed an educational course, you should provide a referee from that school or college.  Please note that personal referees are not accepted as they do not reflect your abilities within a working environment and therefore will not provide strong supporting evidence for your application.  No offer of appointment will be made without two satisfactory references.  If you do not want us to contact any of your references, please ensure that you mark the appropriate box on the application form.
Supporting statement

When completing the supporting statement, you should write a short paragraph about how your experience and skills gained through study, training, employment or other examples address each point in the person specification.  Ensure you provide evidence and examples to show how you best meet these criteria.  One criterion will always ask about equal opportunities.  You should state what you have done at work to support equal opportunities.  If you have not had any experience of working in an equal opportunities organisation, include what you think you might be able to do if appointed to this position.  Please feel free to use additional sheets.  Do not attach a copy of your CV as it will not be considered.

Support for disabled candidates

The College is committed to calling for interview all applicants with a disability who satisfy the minimum criteria for the position.
At the shortlisting stage, HR will inform the chair of the panel if a candidate considers himself/herself to have a disability. This will allow the panel to shortlist the disabled candidate if he/she meets the minimum criteria (at this stage the panel will not see Disability Support Information form). 

Only at the interview stage will the panel be provided with the Disability Support Information form. This will allow the panel to enquire of candidates with disability what support and assistance (in any) is required in order for that candidate, if they were successful, to perform the duties as indicated in the job description and person specification.

Please note:

Any details given regarding disabilities will be dealt with sensitively and will only be disclosed to those people involved in the selection process. 
Under the Disability Discrimination Act, day to day activities that could be affected by a disability are defined as falling within the following categories:

· ability to lift, carry or otherwise move everyday objects

· perception of the risk of physical danger

· memory or ability to concentrate, learn or understand

· continence

· physical co-ordination

· manual dexterity

· speech, hearing or eyesight

· mobility

Disclosure of criminal convictions

Any disclosures of criminal convictions are given in strictest confidence.  You must disclose any criminal convictions, cautions or bind-over orders by signing and dating one of the boxes on this page.  As South Thames College meets the requirements in respect of exemption under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment may be subject to a criminal record check as a condition of employment.  If there is a likelihood that you will come into contact with learners under the age of 18 or vulnerable adults in the course of your job, you will be subject to an enhanced CRB disclosure check.  The disclosure will include details of cautions, reprimands or final warnings, as well as convictions.  This will be stored in accordance with our secure storage policy which may be viewed upon request.

You must also declare those convictions considered ‘spent’ or lapsed.  Once a conviction is spent, you are treated for all purposes in law as someone who has not committed the offence.  However; the posts at South Thames College are exempt from section 4b of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (exemptions) Order 1975 & 1986 and thus even offences considered spent must be disclosed.  Having a conviction will not automatically bar you from employment.  This will depend on the circumstances and background to your offence(s).  For more information on the recruitment of ex-offenders, please refer to Appendix 1.  

There is a code of practice for registered persons handling disclosure information.  For more information on the disclosure process please go to www.disclosure.gov.uk
Equal opportunities and Human Resources monitoring

The College is committed to equality of opportunity.  All applicants should demonstrate this commitment by completing the equality opportunities and human resources monitoring form which is retained by the HR department and not available to the shortlisitng panel.

The categories used for the ethnicity groupings are consistent with those used by the Office of Population and Census Surveys and are recommended by the Commission for Racial Equality.

The personal information that you give us will help us to monitor our recruitment process. 

Appendix 1

Policy statement on the Recruitment of Ex-Offenders 

Policy Statement

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, South Thames College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. The College will not discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

South Thames College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications, and experience.

The College’s Equal Opportunities Policy is available to those who wish to see it. 

A Disclosure is only requested for positions for which one is deemed necessary and relevant.  For those positions where a Disclosure is required, all application forms, and recruitment briefs will contain a statement that confirmation of employment is subject to a satisfactory Disclosure being received. 

All applicants to the College are required to submit information pertaining to previous criminal convictions.  This information is only seen by those who require it as part of the recruitment process.  

South Thames College satisfies the conditions in respect of exemption under the Rehabilitation of Offenders Act 1974, consequently applicants may also be asked about “spent” convictions including those which you may previously have been advised would not appear after a given number of years 

We aim to ensure that all those in South Thames College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also aim to ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

A CRB Code of Practice is available to all potential and existing employees who are subject to a CRB Disclosure upon request.
We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. At this time, all due consideration will be given to the nature of the offence; the time lapsed since the event as well as the relevance of the offence to the position. 

Having a criminal record will not necessarily bar you from working at South Thames College. This will depend on the nature of the position and the circumstances and background of your offences.

A guide to completing the application form








