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Guidance notes for Application for Employment - Additional Information

Additional Information

Completing the Form

We ask you to complete an application form in order that we may treat information from candidates equally. Please fill in the form using black ink, providing as much information as possible. Before completing the application form, please read the job specification and person specification carefully. These outline the key functions of the post and the skills, abilities and qualifications required of the post holder. You will need to demonstrate how you meet these requirements, or have the potential to do so. You are invited to submit a statement in support of your application. This should be attached on a separate sheet written in black ink or typed. Please include any breaks in service. Teaching roles are also requested to provide results achieved over the past 3 years with their application. 

Teaching staff roles only are requested to provide results from the last three academic years within the application process. 

We will also take account of any specific needs you let us know about this includes, if appropriate, providing you with assistance in completing the application form. The college holds the Disability Employment Services ‘Two Tick’ symbol and has provision in place to assist the employment opportunities of disabled persons. The college guarantees to interview all disabled applicants* who meet the essential minimum job specification criteria for the post. *The term ‘disabled’ applicants refers to persons who have a disability as defined by the Disability Discrimination Act. 
Canvassing

Canvassing by or on behalf of an applicant whether directly or indirectly will disqualify candidates and the applicant is asked to disclose in writing whether he/ she is related to any member of the Pinnacle Learning Trust. Deliberate omission to make such a disclosure will disqualify the candidate and will render the candidate liable to dismissal if such a relationship is discovered after appointment.
References

If you are called for interview, we will approach your referees, unless you have indicated that you do not wish them to be contacted at this stage. They will be asked to supply information regarding your professional and technical ability, your timekeeping and reliability. If you have indicated on your application form that you do not want references taken up at this stage, please note that any formal offer or employment would be subject to satisfactory reference being obtained.
Qualification Check

Successful applicants will be asked to provide evidence on qualifications gained.

Pension

Teaching staff are automatically enrolled into the teachers’ pension scheme and support staff automatically enrolled into the GMPF scheme. As a member of the GMPF you will contribute at least 5.5% of your salary and for those within the teachers’ pension scheme (TPS) you will contribute at least 7.4%. Whilst information is sent as part of your offer pack, further details on these schemes can be found on www.gmpf.org.uk or www.teacherspensions.co.uk 
Removal Expenses

The Pinnacle Learning Trust has no provision for assistance with removal expenses.

Criminal Convictions

You will appreciate that we must be particularly careful to enquire into the character and background of applicants for posts involving contact with young people. Many staff working at Oldham Sixth Form College are dealing with young people in the course of their employment and as such are exempt from the Rehabilitation of Offenders Act 1974. You will therefore require to declare any convictions or cautions you may have, even if they would otherwise be regarded as 'spent' under this Act. The Pinnacle Learning Trust is also entitled to check with the police for the existence and content of any criminal record of the successful applicant. The information you give will be treated in the strictest of confidence and will not necessarily debar you for consideration for this appointment.

Smoking Policy

Oldham Sixth Form College operates a no smoking policy for all staff and students.

Acknowledgement

In the interests of economy, only successful candidates will be contacted. If you have not heard within four weeks, please assume you have not been successful on this occasion.

Our commitment to you once you have applied for the role 
Once we have received you application we will process your application confidentially and objectively.
Following the shortlisting process once shortlisted, as part of our recruitment process we will supply you with the contact details of the HR Department to help you with your enquiries and give further information about your interview. We will also take account of any specific needs you let us know about, e.g. assistance with access, sign language interpreters, large print, taped information etc. 
On the day of your interview you will receive a schedule for the interview and any tasks to be undertaken. We will also ensure we give you full details of the interview & assessment format including the names and designation of panel members. As part of our internal processes the interview panel will include a SLT member or HR who has received training in interviewing and selection procedures.
Following the interview process the interview panel will assess you fairly against known appointment criteria without consideration of sex, race, colour, nationality, disability, religious belief, sexual orientation, age or marital status. 
We will give you a selection decision within three working days of an interview and provide feedback on an interview and/or assessment on request. 
If you are successfully appointed to the role you have applied for we will give you a clear explanation of the terms and conditions relating to any offer of employment and allow you up to 24 hours to consider accepting an offer, if you request this. The HR department will confirm any offer of employment in writing to you within seven working days of verbal acceptance. 

Help and Advice 

If you would like to discuss any aspect of the recruitment process or need further information and advice, please contact the HR Department  Telephone number 0161 287 8001.
Thank you for your application.
