
GUIDANCE NOTES

TO BE USED WHEN COMPLETING APPLICATION FORM PARTS 1 AND 2
	GENERAL INFORMATION


Please read the information pack carefully paying special attention to the person specification and job description.  The College does not discriminate between internal and external applicants and all applicants will be assessed against the criteria set down in the person specification. As several candidates may meet these criteria, further differentiation may be required.  Therefore please complete both parts of the application form as fully as possible, including a full employment history.  CVs may also be submitted, but as supplementary information only.  
The following notes are designed to help you complete the form as effectively as possible.  If you require the form in larger print or in an alternative format please contact the Personnel Department.

PART 1
	SECTION 1

DECLARING AN INTEREST


Failure to disclose an interest may disqualify you from being appointed to a position with the College.
	SECTION 2

PRESENT OR MOST RECENT EMPLOYMENT


Please give details of your present employer, or if you are not working, then give details of your most recent employer.
	SECTION 3

PREVIOUS EMPLOYMENT


Please complete this section in date order, beginning with the job you held before your present position and listing all work undertaken since leaving school or college.  Please account for any breaks in employment, e g parental leave.  Continue with this section on a separate sheet if necessary. 
	SECTION 4

EDUCATION, TRAINING AND QUALIFICATIONS


We will require you to produce relevant certificates before confirming an appointment.  However qualifications are not always essential for all posts, you may have undertaken other training that is just as relevant to the post, please give all details.
Please give your IFL Registration details, if appropriate.

	SECTION 5

SUPPORTING STATEMENT


Please use this section to tell us the extent to which your skills, experience and knowledge would enable the short listing panel to assess your suitability to the position.  Try to give specific examples as to how you meet each of the selection criteria on the person specification.  Use a continuation sheet if necessary.
	SECTION 6

REFERENCES


All offers of appointment are dependant on receiving 2 references that are satisfactory to the College.  Therefore you must give 2 referees who have had managerial or supervisory responsibility over you, one of whom must be your current or most recent employer.  If you have not been in employment for some time, give the name of someone who can comment on your ability to do the job.

We will specifically request details of your sickness record, ability, attitude, timekeeping and attendance.  The College will not usually request any references from current employers prior to an offer of employment.
	SECTION 7

ADVERTISING MONITORING


This information is used to enable the College to
monitor the effectiveness of the recruitment advertising.

	SECTION 8

DATA PROTECTION DECLARATION


Please read this section carefully before signing the form.  Failure to sign this form may disqualify you from being appointed to the post.  If you return the form by email, you are deemed to have accepted the conditions contained within the declaration through the act of emailing your application to the College.

PART 2

The information in this section will only be used by the Personnel Team
	SECTION 9

EQUAL OPPORTUNITIES MONITORING 


Please complete fully the personal details section.  
These final pages will be detached from your application form and held securely in the Personnel Department.  This information will not be seen by the short listing panel or used for selection purposes.
	SECTION 10

ELIGIBILITY TO WORK


We are required under Section 8 of the Asylum and Immigration Act 1996 to confirm that any employee has the right to work and remain in the UK.  Therefore if you are invited for an interview you will be required to bring your passport and proof of your right to work in the UK (e g an official document that states your National Insurance number).  
	SECTION 11

SICKNESS RECORD


Please give accurate details of your sickness absence record for the last 2 years.

Giving both the number of sickness days in total and also the number of occasions that you have been absent from work due to sickness.  All appointments are dependant upon satisfactory medical clearance.  All appointees will be asked to complete a confidential Occupational Health Medical questionnaire. 
	SECTION 12

REHABILITATION OF OFFENDERS ACT


A criminal record will not necessarily bar you from employment within the College, however, you must reveal details of all spent or unspent offences, cautions or convictions or cases pending.  You may record details on a separate sheet within a sealed envelope sent with your form.  Most appointees may also be required to complete a Criminal Records Bureau police check.

For more details of the CRB Disclosure Service Guidelines, the CRB Code of Practice and the College’s Storage Policy please contact the Personnel Department.

	SECTION 13

RECRUITMENT MONITORING


This information is useful in assisting the College in monitoring the effectiveness of its Equal Opportunities and Disability Equality policy.
The College is committed to ensuring that employees who have a disability or medical condition are given every possible opportunity to compete fairly for employment within the College, therefore we request information about any special arrangements that you may require.

For more details of the College’s Disability Equality Scheme, please contact the Personnel Department.
	WHAT WILL HAPPEN NEXT


Send or email your completed form to the Personnel Department.  Make sure it is returned in plenty of time before the closing date.  Also please make sure that you have indicated clearly on the form which post/posts you are applying for.
Unfortunately in view of the large number of applications we receive we are unable to enter into personal correspondence.  If you wish to receive confirmation that your completed application form has arrived safely, please send us a stamped, addressed postcard (or an envelope) and we shall return it to you immediately.
All candidates will be notified of the outcome of their application after short listing has been completed.

The College would like to express its appreciation to everyone who takes the time and effort to complete an application form.  We realise that applicants are anxious to know the outcome of their candidature and therefore are committed to completing the recruitment process as quickly as possible.
	PERSONNEL DEPARTMENT CONTACT DETAILS


Personnel Department

Northbrook College (Sussex)

Littlehampton Road

Goring-By-Sea

Worthing

West Sussex

BN12 6NU

Tel No. 01903 606355 or

01903 606037 (24 hour answerphone)

Email personnel@nbcol.ac.uk
Please attach both parts 1 and 2 of your form.
College Website

www.northbrook.ac.uk

