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Working for Guildford College

Information for Applicants

“College Vision

Our vision is to be recognised as an excellent college, leading change and

innovation in the world of education and skills. 

  

College Mission 

Guildford College will inspire and enable individuals, employers and the communities it serves to be successful by equipping them with the skills and knowledge they need to achieve their ambitions and aspire to new challenges.” 
Thank you for your interest in working at Guildford College of Further and Higher. The College delivers a wide range of courses and qualifications over its three campuses at Stoke Park, Merrist Wood and Farnham. 
Within this document you will find the following information:

1. Application Guidance Notes

2. Employment Conditions
3. Guide to Benefits

1. Application guidance notes

The College wants applicants to have the best opportunity for success during the recruitment process and the following guidance is provided to help you complete your application effectively.

Completing your application form
You should complete the College Application Form in full as the College is unable to accept CVs.
When the panel undertakes short listing, ‘Section 1 (Personal Details) will be removed to ensure an unbiased process.
You should carefully read the Job Description and Person Specification for the post. The Job Description indicates the principal accountabilities for the role and the Person Specification lists the criteria for the role. When completing your supporting statement it is important you demonstrate how your experience, knowledge, skills, qualifications and any other relevant information makes you suitable for the role to which you are applying.  
The Application Form is available in other formats and larger print versions. For more information please contact Human Resources.
Equality monitoring form 
This form will help the College identify the people applying for each vacancy so that we can identify trends and review our recruitment processes. The information is very useful as it allows us to monitor the effectiveness of our policy to promote equal opportunities in employment. 

The monitoring form is detached from the application form when we receive it and plays no part in the short listing process. 

Positive about Disability – ‘Disability Two Ticks’ scheme
We offer disabled applicants the option of requesting that their application is considered under the ‘Disability Two Ticks’ scheme. This scheme guarantees an interview to applicants who meet the essential criteria of the job role applied for. You should advise the Human Resources Department whether you wish your application to be considered under the scheme.
A request under the Disability Two Ticks scheme does not guarantee you a job. Following interview, the best candidate will be offered the post.

Submitting your application
Your completed Application Form and Equality Monitoring Form should be returned to the Human Resources Department:

The Human Resources Department

Guildford College of Further and Higher Education

Stoke Park Campus

Guildford

Surrey 

GU1 1EZ

Email:  

humanresources@guildford.ac.uk

Tel: 
01483 448539

Website:
 www.guildford.ac.uk

2. Employment conditions
Guildford College is required to undertake of pre-employment checks to ensure the suitability of all candidates who are offered a role. These checks include:
Clearances 
· Criminal Records Bureau Check and ISA Registration 
· Pre-employment Health Questionnaire
· References 

· Eligibility to work in the UK 

· Proof of Qualifications

Criminal Records Bureau (CRB) check 
Appointees will, from day to day, have contact with students, many of whom are under eighteen years of age, and some under sixteen years, a number of whom may have moderate to severe Learning Difficulties and/or Disabilities. Therefore this post is subject to an Enhanced CRB check and is exempt from the provisions of Section 4 (2) of the Rehabilitations of Offenders Act 1974. You are required to indicate on your application form whether you have any spent and/or unspent criminal convictions, cautions and bind-overs and, if so, must provide details to the Director of Human Resources at the application stage. 
Pre-employment Health Questionnaire
If you are offered a position with Guildford College, you will be required to complete a medical questionnaire which will be assessed by our independent occupational health provider. The occupational health team may wish to arrange an appointment with you or obtain a report from your doctor should they require further information to assess your fitness for work and/or any adjustments which you may require.
References 
On your application form, you will need to provide the details of two people who have agreed to provide a reference for you. Referee one should be your current or most recent employer and Referee two should be a previous employer (if this is not possible, please contact the Human Resources Department for guidance). Relatives or friends must not be used.

If you are not currently working with children or vulnerable adults but have done so in the past, we will need to obtain a third reference from the organisation by which you were most recently employed in work with children. 
If you are currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences relating to children, including any for which the penalty is time expired (that is where a warning could no longer be taken into account in any new disciplinary procedure) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure. If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues. 

Your referees will not normally be contacted unless a formal offer of employment is made, following interview. However, for certain posts we are required to contact referees at the short listing stage. In this event you will be notified in advance.

The College may also approach previous employers for information to verify particular experience or qualifications.
Appointments cannot be made without receipt of at least two satisfactory references.
Eligibility to work in the UK 
Guildford College has a legal duty to ensure all its staff have the right to work in the UK and to comply with the UK Border and Immigration Agency. If you are offered a position with Guildford College, you will be required to provide proof of your eligibility to work in the UK before commencing work. Appointments cannot be confirmed without satisfactory evidence.
Proof of qualifications 
You will be required to provide evidence of qualifications which you have declared on your application form. Original documents must be seen by a member of the HR team.
Please note:
Employment with Guildford College is subject to the above clearances. Any false information later revealed could result in disciplinary action, including dismissal. 

The information supplied by you on your application form is confidential and will be processed in accordance with the Data Protection Act 1998.
3.  Guide to Benefits
Holidays 
Full-time teaching staff are entitled to 37 days annual leave per year, support staff 25 days and management 30 days, in addition to bank and public holidays. There may also be a Christmas closure period at the discretion of the Principal.

Pension scheme
You can join one of the pension schemes that the College offers: 

· The Teachers Pension Scheme 

· The Local Government Superannuation Scheme 

Further details will be available upon appointment, but if you have a questions in the meantime please contact us. 

Training opportunities 
The College actively supports the training and personal development of its staff. We have an excellent Staff Development team who can provide information on courses taking place and details of whether you can be assisted financially. 

Employee assistance scheme
The Employee Assistance Programme (EAP) is a confidential service which provides professional help, support and information. It is available 24 hours a day, 7 days a week and is operated by an independent specialist organisation on behalf of Guildford College. 

On-site facilities 
· Food outlets at all Campuses, including the Park Room Restaurant at Stoke Park Campus 

· Car Parking - free to all staff on a first come first served basis at all Campuses

· Nursery at Farnham Campus (fees payable)
· ActivZone health and fitness centre which offers reduced rates for staff members at Stoke Park Campus
· Bookshop at Stoke Park Campus
· Countryside surroundings and dog grooming facilities at Merrist Wood Campus
Childcare vouchers
An employee benefit available to all eligible working parents, Childcare Vouchers are non-taxable and exempt from National Insurance contributions (NIC). Childcare Vouchers are the recognised payment method for registered child carers. For further information please contact a member of the HR team.
All the above benefits are subject to eligibility.
