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Dear Applicant,

Thank you for your interest in a position at Milton Keynes College. I have pleasure in enclosing;

· An application form

· An equal opportunities monitoring form

· A Job description / person specification

· Application guidelines
The supporting statement you write is an essential part of your application and will influence whether you are selected for interview.  Notes on the supporting statement are enclosed in the application guidelines. Please ensure you complete all the sections of the form in full, giving as much detail as possible. You are welcome to enclose your up-to date Curriculum Vitae (CV), but CV’s will not be accepted on their own. 
If, due to a disability, our application procedure is likely to cause you problems please make this known to us so that alternative arrangements can be made.  Please complete the enclosed separate equal opportunities monitoring form.

References may be obtained before being invited to attend for interview, so please indicate on the application form if you do NOT wish us to approach your referees at this stage.

Milton Keynes College is committed to promoting the safety and welfare of children, young people and vulnerable adults and this is a responsibility of all staff. All employees must demonstrate suitability for working with children, young people and vulnerable adults. All positions therefore require a CRB (Criminal Records Bureau) check and are subject to Independent Safeguarding Authority (ISA) regulations.

Our preferred method of communication is via e-mail so please ensure that you quote an e-mail address if available on your application form. 

If you are selected for interview, we will contact you within four weeks of the closing date. Unfortunately due to the large number of applications received, we are unable to contact unsuccessful candidates. If you have not heard from us within four weeks, then on this occasion you have not been successful in progressing through to interview. 
If posting your application form to us, it is your responsibility to use the correct amount of postage to prevent any delay in it being delivered to us. Applications received after the closing date will not normally be considered.
Whatever the outcome of your application, thank you for considering Milton Keynes College as your next career move. 

Yours sincerely

Kim Antell

Human Resources 
Policy Statement on the Recruitment of Ex-offenders

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Milton Keynes College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

Milton Keynes College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, and sexual orientation responsibilities for dependants, age, physical/mental disability or offending background.

We have a written policy on recruitment, which includes the recruitment of Ex-offenders, which is available by request to all Disclosure applicants at the outset of the recruitment process.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to a designated person with Milton Keynes College and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows Milton Keynes College to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

We ensure that all those in Milton Keynes College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview, or at a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available of request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences.
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Application Form 
Your application is an important part of the selection process and will be a deciding factor in whether you are short-listed. It is therefore essential that you complete the form accurately, with as much relevant information as possible. These guidelines are to help you complete the form. 

Read all the information sent to you carefully before completing the form. The person specification outlines the skills and experience necessary to carry out the job. When completing your application, try to make sure that you show how you meet all the criteria listed in the person specification. This is the information you will be shortlisted against. 

Personal Details
Please complete this section fully. This information is important as it will help us to contact you should you be shortlisted for an interview. The application form does not require you to state your age, gender or ethnic group as part of our commitment to equal opportunities and therefore all job applicants are considered on a fair, unbiased and lawful basis. 

The College requires all staff engaged in a teaching capacity to register with the IFL before commencing their employment. For more information on IFL, visit www.ifl.ac.uk. 

Present Employment
Include here your present experience whether paid or work undertaken on a voluntary basis.  Be careful to indicate the number of hours and the number of weeks in a year.  For example you may only be actively working during term time.

Previous Employment Summary
Start with the most recent first and work backwards to include any relevant paid or unpaid work experience.

Equal Opportunities 
The College is an Equal Opportunities employer and in order to assist us in monitoring the effectiveness of our Equal Opportunities Policy we respectfully ask you to complete the Equal Opportunities form and return it with your application form. The information collected is purely for reporting purposes and will not be used as part of the selection process. 
Disability
If you have a disability, do not state this fact on the application form.  Please record these details on the Equal Opportunities Monitoring form.  A disability is defined as a physical or mental impairment that has a substantial and long-term adverse effect on your ability to carry out day-to-day activities.  If you believe there are any changes or adjustments to the interview or activity, job, conditions, environment or hours which you may find beneficial or you require the College to provide training or special equipment, or other arrangements with regard to your disability and your application for the job, please specify on the Equal Opportunities Monitoring Form. As a Two Ticks and a Mindful Employer, it is the College’s policy to give disabled applicants a full and fair consideration.  Only Human Resources staff will have access to the Equal Opportunities Monitoring Form.
Convictions
Some roles at the College involve contact and access to children under 16 or children under 18 who require special support. Therefore all staff will be required to undergo an enhanced disclosure, Criminal Records Check (CRB) under the Rehabilitation of Offenders Act 1974 and are subject to Independent Safeguarding Authority (ISA) regulations.
If you have been convicted of a criminal offence, this offence may now be “spent” and treated as if it had never occurred.  In the case of jobs involving children, however, you must still declare these convictions.  In order to check that you must declare spent convictions you can seek advice from a solicitor, Citizens Advice Bureau, Probation Officer or another suitably qualified person.  All “non spent” convictions must be declared.

Failure to declare a “spent” conviction for a post requiring this would be considered deception and the College shall be entitled to terminate your employment without notice.
Evidence of eligibility to work in the UK 
In accordance with the requirements of the immigration, Asylum and Nationality Act 2006, if you are appointed to a position at the College you will be required to produce evidence of your eligibility to work in the UK. 

Qualifications 
You will be required to show us your original certificates or qualifications for all your relevant qualification and your teaching certificate (where applicable). You will be required to present these documents before you start work. 

After Completing the Form 
When you have fully completed the form please return it to the Human Resources Department, Bletchley Campus, Sherwood Drive, Bletchley, MK3 6DR  or by our preferred method via e-mail at recruitment@mkcollege.ac.uk by the closing date indicated. All posts are subject to satisfactory references, occupational health and CRB clearance. If you are successful, you will be required to provide information on your health, via an Occupational Health Questionnaire, to assess your suitability for the post. This is not part of the application process.

Data Protection Act 1998
The information you provide on this application form will be used to consider your suitability for employment with the College. The information you provide in the equal opportunities monitoring section will be used purely for monitoring purposes only. 
What happens next?
Once the closing date for applications has passed, the interviewing panel will produce a short-list of candidates to interview. This will be done using the criteria in the person specification.

If you are successful through to interview we will contact you via e-mail as soon as possible to tell you the time and date of your interview. (If applicants do not specify an e-mail address they will be contacted by post)

If you are selected for interview, we will contact you within four weeks of the closing date. Unfortunately due to the large number of applications received, we are unable to contact unsuccessful candidates. If you have not heard from us within four weeks, then on this occasion you have not been successful in progressing through to interview. 
· First impressions are important.  Everyone you meet during your time at the College will be invited to comment upon you.

· Interviewing is a two way process.  You need to feel comfortable that your personal values will mix easily with the culture and way of working at Milton Keynes College.

· You may be asked to take part in some sort of group exercise or activity. 

· During your formal interview you will be asked questions that give you the opportunity to show how your skills, experience and personality match the criteria, job description and person specification.

· Please ensure you bring evidence to the interview to show that you are legally entitled to live and work in the United Kingdom e.g. British birth certificate, British passport or other passport with the relevant Visas enclosed. Failure to do this may result in delaying any potential offer or start date.

· If you are offered the post we will discuss your salary with you.

Attending the Interview
Please note the College is unable to reimburse candidates’ interview expenses but if candidates are required to spend more than half a day at the College, refreshments will be provided. 
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