INTRODUCTION

GUIDANCE NOTES FOR APPLICANTS

7

SouthBirmingham
College

Your application is the key tool used by the Cadleg decide whether or not to call
you for Interview. It is therefore important thabw take time to read these
Guidance Notes to ensure that you complete the faliyy accurately and in line
with the College’s requirements.

Please use black ink or type script to completeftim. It is important that all
sections of the application are complete and thatinformation is given in the
order requested. Please also ensure that you stgrsbctions of the application as
required. Your application will have to fully refle your experience, skills and
achievement and demonstrates the ways these ntatchotlege’s requirements.
You are welcome to enclose a CV along with youriagpion, but please note that
CV's will not be accepted as a substitute for ampliaption form (or a part
completed form).Unsigned or partially completed application will not be
submitted for shortlisting.

Providing false information is an offence and corédult in the application being
rejected or summary dismissal if the applicant basn selected and possible
referral to the police.

JOB DESCRIPTION
& PERSON
SPECIFICATION

PREVIOUS
EMPLOYMENT

ADDITIONAL
INFORMATION

You will find both of these documents in your Infeation Pack. When completing
your application form please pay particular atmtio the Person Specification, as
this sets out the essential criteria you will beeased against, and highlights how
this assessment will take place.

Please ensure that you complete this section glaad comprehensively, ensuring
that the key elements of each of your posts is deinated. Please provide a
continuous record and an account for any gapsun gmployment. Remember that
you will have an opportunity to give more detaibabyour previous employment
later in your application.

Please note that the College will seek referenceshortlisted candidates and may
approach previous employers for information to fyeparticular experience or
gualification before interview

In this section please tell us about the way yoetniee selection criteria for the
post. You will be assessed against the knowledgk asnd abilities outlined in the
Person Specification.

Try to give specific examples of the tasks and @asbilities you have had during
your employment that demonstrate the specified kedge, skill and abilities.

Remember that these examples may also be takenefkparience you have gained
outside of paid employment. If you have been ouvark for a long period of time
or have never been in paid employment draw on xjpereences you have gained,
for example voluntary work or organising commurattivities.

REFEREES

You are asked to provide the details of 2 people wie may contact for a

reference. At least one of these should be yourenuror most recent employer.
References from people writing solely in the cafyaai friends cannot be accepted.
If you have not been employed please select pewipteknow you well enough to

comment on your ability to do the job that you hamplied for and that can

confirm the details you have provided us.
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CLOSING DATE

Please ensure that your application reaches up hoon on the closing date
specified. We will not be able to accept your aggtion form after this time.

It is our normal practice to complete the shotifig process for each post within
one month of the closing date. Therefore, if yauehnot been contacted within one
month of the closing date, you may assume that gpplication has not been
shortlisted on this occasion and we thank youHerihterest shown in applying to
South Birmingham College.

EQUAL
OPPORTUNITIES

REHABILITATION
OF OFFENDERS
ACT 1974

DISABILITY
DISCRIMINATION
ACT 1995

INTERVIEW &
ASSESSMENT

South Birmingham College is an Equal Opportuniggsployer, and as such is
committed to its policies which support this. Irder to measure our performance
we need to collect information from all of our apphts. Please help us by
completing the details on the application form.sTimformation is used solely for

monitoring purposes

Due to the nature of work you have applied for,ryapplication is exempt from the
provision of the Rehabilitation of Offenders Act749 This means that you are
required to declare details of any pending or @xgsprosecutions or convictions,
regardless of whether or not they are “spent”.

Should you be invited to attend an interview yodl We asked to disclose this
information to the Human Resources and Corporateic®s Division. The details

you provide will only be reviewed should you be egsful, and only convictions
specified by regulations or considered by the @eall® be relevant to the work and
the context of the work will be taken into account.

Should you need any further assistance in makingr yapplication to South
Birmingham College please contact the Human Ressuand Corporate Services
Division on 0121 702 1043 or by e-mailing recruitit@sbc.ac.uk

Currently we are not able to provide Informatiorcl&aand Application Forms in
Braille, large print or in audio format but we drappy to discuss receiving your
application form by other methods should you wish.

Should you be invited to interview please let u®wnif there are any special
arrangements we need to make in order for you tenatinterview. This may

include arrangements regarding access to the bgjldir additional assistance or
equipment. If you are invited to an all day evgase let us know of any dietary
requirement you have.

According to the nature of the work you are apgyfior you may be invited to take
part in a practical assessment as part of the temleprocess. This may be a
presentation, teaching demonstration, or othertigedexercise. Please be assured
that these methods are used to ensure that you s#fieient opportunity to
demonstrate your skills. You will be notified ifishtype of assessment will be used
as part of the selection for the post you are apglfor.

On the day of the interview you will be requirediong with you documentary
evidence of your identity (i.e. a current drivingehce, or passport including a
photograph or a birth certificate) and originalsyofir educational and professional
qualifications.

CONDITIONSOF
APPOINTMENT

The College is committed to safeguarding and prargathe welfare of children,
young people and vulnerable adults. Therefore appoiatment to South
Birmingham College is made subject to verificatadrthe candidate’s identity and
gualifications, the receipt of two satisfactoryereinces, Medical Clearance, a check
of DfES List 99 and a satisfactory Disclosure frthra Criminal Records Bureau,
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