Application Form 

Your application is an important part of the selection process and will be a deciding factor in whether you are shortlisted. It is, therefore, essential that you complete the form accurately, with as much relevant information as possible. These guidelines are to help you complete the form. 
Read all the information sent to you carefully before completing the form. The person specification outlines the skills and experience necessary to carry out the job. When completing your application, try to make sure that you show how you meet all the criteria listed in the person specification. This is the information you will be shortlisted against. Please write in black ink or typed.

You will notice that the form is spilt into 2 parts. Only Part B of the form will be made available to the shortlisting panel. Please complete every section of the form (where applicable) fully. For example, do not state “see c.v.”. An incomplete application may run the risk of not being shortlisted. If you wish to submit a curriculum vitae this must be in addition to a fully completed application form. 

If you have any difficulty completing the application form, or have questions concerning it, please email recruitment@southstaffs.ac.uk.
Personal Details 

Please complete this section fully. This information is important as it will help us to contact you should you be shortlisted for an interview. The Colleges require all staff engaged in a teaching capacity to register with the IfL before commencing their employment. For more information on IfL, visit www.ifl.ac.uk. 
Equal Opportunities 

The College is an Equal Opportunities employer and in order to assist us in monitoring the effectiveness of our Equal Opportunities Policy we respectfully ask you to complete the Equal Opportunities form and return it with your application form. This information is collected purely for reporting purposes and will not be used as part of the selection process.

Rehabilitation of Offenders Act/Disclosure of Background

Due to the nature of the work for which you are applying, all applicants are required to complete this section of the form. In addition, if you are shortlisted for interview, you will be asked to complete a Disclosure of Background Information Declaration Form. On the declaration form you will be asked to give details of any criminal convictions you may have had, spent or unspent, as well as details of any investigations that may currently be taking place. You must also inform us as to whether you have ever been disqualified from the practise of a profession or required to practise subject to specified limitations, or are currently the subject of any investigation or fitness to practise proceedings by any licensing or regulatory body. Please note the answers you give on the declaration form will be considered in relation to the post you have applied for before making a decision. The information you provide will be treated in strictest confidence and will comply with the Data Protection Act 1998. 

Under the Police Act 1997, the College is authorised to gain access to criminal records information from the Criminal Records Bureau (CRB). If you are offered a post with the College you will be asked to complete an enhanced CRB Disclosure Application Form prior to your commencement.

Please note, that failure to disclose information asked for could be grounds for rejecting this application or subsequent disciplinary action or dismissal if employed by the College.

Declaration

By signing the declaration on the application form you are consenting to the information you provide to be held and processed by the College in relation to your application, and if successful, employment with the College. In addition, you are signing to declare that the information provided on the form is correct and complete. Checks will be undertaken to verify the information you have provided in your application should you be appointed, any incorrect or withheld information may result in the termination of your employment. 
Supporting Information

This section gives you the opportunity to explain why you think you are the best person for the job. Take each item on the person specification and explain how your knowledge, skills and experience match up to the job requirements, giving examples where possible. These do not necessarily have to be formal experience, you can use examples from voluntary work, or from your hobbies and interests. You should also state why you have applied for the post. Please note we do not accept CV’s as additional information.
Evidence of eligibility to work in the UK

In accordance with the requirements of the Immigration, Asylum and Nationality Act 2006, if you are appointed to a position at the College you will be required to produce evidence of your eligibility to work in the UK.

Qualifications

We will require you to show us your original certificates of qualifications for all your relevant qualification and your teaching certificate (where applicable). You will be required to present these documents before you start work.

References

Please read the guidance in the reference section of the application form to ensure you provide details of suitable referees. 

After Completing the Form 

When you have fully completed the form please return it to the Human Resources Department either via email or post by the closing date indicated. All posts are offered subject to satisfactory references, occupational health and CRB clearance. If you are successful, you will be required to provide information on your health, via an Occupational Health Questionnaire, to assess your suitability for the post. This is not part of the application process. Please note, you will not be allowed to commence employment until all satisfactory clearances are received.

Data Protection Act 1998

The information you provide on this application form will be used to consider your suitability for employment with the College. The information you provide in the equal opportunities monitoring section will be used purely for monitoring purposes only. If you are appointed, the information provided on your application form (Parts A and B) will be stored both manually and electronically and will be used for employment purposes. 

What happens next?

Once the closing date for applications has passed, the interviewing panel will produce a shortlist of candidates to interview. This will be done using the criteria in the person specification.

If you are successful, we will contact you as soon as possible to tell you the date of your interview. If you do not hear from us within four weeks of the closing date, you have not been successful.

Whatever the outcome of your application, thank you for your interest 
Thank you for reading these notes.

Human Resources Team
Email: recruitment@southstaffs.ac.uk 

