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Further Information for Business Support Staff
1.
Hours

The basic contractual hours for the position are 37 hours per week. 
The Post holder will be expected to be flexible to meet the needs of their role.

2.
Annual Leave


The holiday entitlement on commencement depends on the grade of the post (grade 3 or 4: 22 days and grade 5 to 8: 23 days) plus bank holidays and any College closure days at Christmas which are worked. Holiday entitlement increases to 25 days after 5 years’ service. The leave year runs from 1 September to 31 August.
3.
Pension

The appointed applicant will automatically be “opted-in” to the Local Government Pension Scheme. The scheme is a defined benefit scheme and contributions are made by both the College and the pension scheme member. Further information about the pension scheme can be viewed at www.hants.gov.uk/pensions.
4.
Probation


All appointments are subject to satisfactory completion of a nine-month period of probationary service, during which time the individual will be expected to establish their suitability for the post.  A formal review is conducted at the 3, 6 and 9 month stage.
5.
Medical Fitness


All appointments are subject to the successful applicant being medically fit to undertake the duties of the post.   Completion of a medical questionnaire will be asked for and, in some instances, a medical examination may be necessary.

6.
References

Any offer of employment will be conditional upon subsequent receipt of references that are satisfactory to the College.

7.
Right to Work in the UK (Asylum and Immigration Act)

The College has a duty to ensure that it employs only those who are eligible to work in the UK. Therefore, as part of the recruitment process you will be asked to supply evidence of your eligibility to work in the UK, in compliance with the requirements of current legislation.

8.
Equal Opportunities

Sparsholt College Hampshire is committed to promoting equality of opportunity in all its activities. The information which applicants are asked to provide on the equality & diversity monitoring form is used solely for monitoring purposes and is not made available to the interview panel.

9
Criminal Record Disclosure

All employees are required to obtain clearance, funded by the college, from the Disclosure and Barring Service (DBS) to show they do not have any criminal convictions that would prevent them from working with children and/or vulnerable people. 

A criminal conviction or caution does not necessarily mean that the College will not employ an applicant.  A copy of the College’s Rehabilitation of Offenders policy is enclosed with this application pack or can be supplied on request.
10.
Other College Benefits

· Free on-site parking

· Child Care Voucher Scheme
· Ability to purchase additional annual leave
· Occupational sick pay scheme

· On-site gym at Sparsholt campus
· You Make the Difference Staff nomination scheme

· Facility to purchase Sparsholt produce including plants, flowers, vegetables, fish, venison and turkey

· Discounted admission price to Marwell Zoo 
· Ability to access a range of CPD events and activities.
11.
Acknowledgement


We do not acknowledge receipt of application forms due to the high cost of postage.   However, if you wish your application to be acknowledged, please enclose a stamped addressed postcard.   If you have not heard from us within four weeks of the closing date for the post, you may assume that your application has not been successful.
