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GUIDANCE FOR COMPLETION OF 

YOUR APPLICATION FORM
Cardiff & Vale College is committed to an Equal Opportunities Policy in employment and endeavours to make the selection process as fair as possible.  The Application Form has been designed to assist in this process and these notes have been written to guide you when completing your Application.  Your Application plays an important part in our recruitment process.  It is not possible to interview everyone who applies so we use the Application Form to judge your capabilities and potential and short list our candidates.  Please DO NOT enclose a CV or covering letter with your application.  
APPLICATION FOR EMPLOYMENT

This form is used by the selection panel to select individuals for interview.  The information required does not include anything of a personal nature to ensure that, as far as reasonably possible, no discrimination takes place.  

You should carefully read the Job Description and Person Specification included in the Application Pack.  The Person Specification sets out the knowledge, skills and attributes we are looking for which are the main criteria against which your Application will be assessed.  It is important that, when you complete your Application, you are able to clearly match your skills acquired within previous employment/voluntary work etc. to the requirements.  
Should any questions not give enough room for your information please continue on a separate sheet, indicating which section you are continuing, and attach securely to the Application Form.

EMPLOYMENT

Please give as much information as you can regarding the actual dates and salary paid for present and previous employment since this information may be used for salary assessment for the job for which you are applying.  Where you have worked part time please indicate the number of hours worked per week.
EDUCATION & TRAINING

Please include all qualifications and their grades together with the dates obtained.  Copies of certificates for all qualifications will be required at interview stage. 

REFERENCES

A reference from your current or most recent employer will be required together with one other.  References should cover the last 3 years of employment.  It is customary for Cardiff & Vale College to contact referees prior to interview.  If you do not want us to contact your referees at this time please state so in the appropriate section on the Application Form.  Please note that all appointments are normally subject to satisfactory references.

INTERESTS

Please outline any hobbies, interests or group activities outside of your work which may be relevant to this Application.   

SUPPORTING INFORMATION

Please pay particular attention to the supporting information section which will be used for short listing.  You are required to clearly outline why you are applying for this role and the skills, qualifications and attributes you have in line with the Person Specification.  It is useful to give examples of where you have demonstrated these attributes.
PERSONAL INFORMATION

This information will be excluded from your Application when short listing for interview by the selection panel.  This aims to ensure that there is fair selection based purely on merit.   The information will however be shared at interview and form part of the successful candidate’s personnel file.
REHABILITATION OF OFFENDERS/CRIMINAL RECORDS BUREAU

The Rehabilitation of Offenders Act 1974 entitles people who have been convicted of a criminal offence carrying a sentence of up to 30 months imprisonment and who have completed the appropriate period of rehabilitation to regard their convictions as ‘spent’.  Spent convictions can then be regarded as never having occurred.  The Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 however exempts certain types of employment from the provisions of the Act.  Due to the nature of the work for which you are applying and the contact with young persons and vulnerable adults in the College this post is covered by that exemption.  Applicants therefore should not withhold information about ‘spent’ convictions.  

A criminal conviction will not however necessarily be a bar to employment at the College.  We will consider the suitability of all Applicants on merit and ability.  However, any failure to disclose such convictions could result in dismissal or other disciplinary action by the College.  Any information given will be held in strict confidence.

The Police Act 1997 requires police checks for all posts that come into contact with children or vulnerable adults on a regular basis.  All posts are subject to a satisfactory Criminal Records Bureau check which is paid for by the College and will be undertaken prior to appointment of the successful candidate only.  

EQUAL OPPORTUNITIES MONITORING

The information provided on this form is treated with the strictest confidence and WILL NOT be used as part of the selection criteria.  This information enables us to monitor and review the effectiveness of the College Equal Opportunities Policy by identifying areas of under representation and taking positive action.  We seek to ensure as far as possible that all groups in society are fully represented in the College workforce.  

Disabled applicants who meet the essential criteria of the Person Specification will be guaranteed an interview.  

All Applicants are recruited solely on the basis of their merit, ability, qualifications, skills and potential.
WORKING TIME DIRECTIVE

The Working Time Directive gives individuals the basic right to a limit of an average of 48 hours a week work. By opting out of the directive you will be able to work above these hours.
OTHER

Please ensure that you return your completed Application Form by the closing date specified on the advert to the Human Resources Manager.

Good luck with your application and thank you for choosing 
Cardiff & Vale College 
