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GUIDANCE ON THE APPLICATION PROCESS

Thank you for your interest in working for Cambridge Regional College.

Please ensure that you read these guidelines before completing the application form.

The College is committed to treating all applicants fairly and equally irrespective of age, gender, marital status, ethnic origin, faith & belief, sexual orientation or disability. Should you have any individual needs and wish to request that the College make any reasonable adjustments to the arrangements to enable you to be considered for the position, please contact the Human Resources Department on 01223 418349.

Completing the Application Form
· We ask you to fully complete an application form so that information from all candidates can be treated on a consistent basis. The application form can either be completed electronically via the jobs section of our website www.camre.ac.uk using the apply on line link under each vacancy (this links to FEjobs website where you have to register/sign in to apply online) or you can download the application form under the more information section of the jobs webpage (on the right hand side). This can be completed and emailed to jobs@camre.ac.uk. Alternatively you can download the application form, print it out, complete it and send it to the Human Resources Department at Cambridge Regional College, Science Park Campus, Kings Hedges Road, Cambridge, CB4 2QT.   

If for any reason you are unable to access the website please contact the Human Resources Department using the above contact details. 

· Additional information may be enclosed to support your application. When applying electronically there is a continuation sheet that can be used to add any additional information to your application form where you have been unable to fit it in to any of the other sections. We must advise you that CV’s will not be used during the short-listing or selection process.
· Please provide full details of any breaks in employment on your application form. 
· For further information on the College we welcome you to visit the College website www.camre.ac.uk and our you tube webpage Cambridge Regional College - you tube link
· To make communication for applicants as easy as possible and in line with our commitment to the environment, we seek to communicate where possible with job applicants via email or mobile phone. 

On the application form, we ask you to give us your email address and contact telephone numbers.  If you have provided an email address, we will use this to communicate with you about this vacancy throughout the recruitment process. Therefore, please only give us your email address if it is checked regularly and is one which you can use for private matters. If an email address is not provided, we will send you a letter to your correspondence address.

We may also use your home or mobile telephone to phone or text you.  We will only use your business telephone number if we have been unable to contact you in any other way. If none of these arrangements are suitable please let us know when you submit your application. 
· Please note that any personal data on this form will be held on computer.

· Canvassing by or on behalf of an applicant whether directly or indirectly is forbidden.

Completing the Recruitment Monitoring Form
To ensure that we are treating applicants and our staff fairly, we encourage people to tell us their age, gender, marital status, ethnic origin, faith and belief and sexual orientation.  We do this so that we can monitor who is attracted to working at the college and whether there are any groups in the community who we need to try harder to attract. This information is collected and held confidentially by the HR Department and is not made available to those involved in the short-listing or selection process.

We appreciate that there may be some information which you do not wish to provide and we do understand this. However, we would encourage you to do so where you feel that you can, as this helps us to understand how we can best meet your personal needs and to improve our practices generally. 
Interview Arrangements
Where possible the proposed date of interview will be given in the job advert.  All interviews are conducted by a panel of at least two people. Please note that where an interview date is given it may not always be possible to arrange an alternative date although we always try to be flexible where we can.

Applicants who are successfully shortlisted for interview will be asked to bring along with them, qualification certificates, evidence of eligibility to work in the UK, identity documents and any previous CRB Certificates. 
Positive about Disabled People

The College is positive about employing disabled people. One of the key commitments the College makes as part of this is to interview all disabled candidates who meet the essential attributes on entering the role. Although we have this commitment, we do give you the option to opt out of this guarantee should you wish by completing the Opt out form which is part of the application. 
Safeguarding

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all job candidates, staff and volunteers to share this commitment. 

The College has a Safeguarding Policy which outlines the College’s arrangements for safeguarding learners in accordance with the guidance offered nationally and local arrangements via Cambridgeshire Local Safeguarding Children Board (LSCB) and best practice in the sector.
Criminal Background Checking Policy

Cambridge Regional College is a registered body with the Criminal Records Bureau (CRB) for the purposes of obtaining access to criminal record checks for employment. We comply fully with the CRB Code of Practice and a copy of the CRB Code of Practice is held in Human Resources, and is available upon request. 

We are committed to the principle of equality of opportunity and subject to the overriding consideration of protecting children and vulnerable people; we will prevent unfair discrimination against those with criminal records.

It is a condition of all offers of employment made by the College that a satisfactory Enhanced CRB disclosure is obtained.
The Enhanced disclosure is the highest level of check principally available to anyone involved in regularly caring for, training, supervising or being in sole charge of children or vulnerable adults. This check will show information held by the Police National Computer (PNC), including Convictions, Cautions, Reprimands and Warnings, local police forces and other agencies, relating to relevant non-conviction information as well as lists maintained by the Independent Safeguarding Authority (ISA).

Convictions and “Spent” Convictions of a Criminal Nature

You will appreciate that we must be particularly careful to enquire into the background of applicants for appointment to posts involving contact with young people under the age of 18. It is therefore essential that, in making your application, you disclose whether you have been convicted of a criminal offence and if so, for what offence(s). If you are applying for a role that requires enhanced disclosure then the post is exempt from the provisions of Section 4(2)of the Re-habilitation of Offenders Act 1974, by virtue of the Re-habilitation of Offenders Act 1974 (exceptions) (amendments) Order 1986. The fact that convictions have been reported against you will not necessarily prevent you from consideration for this appointment. 
As all positions at the College require an Enhanced CRB disclosure, on the application form you must give details of any unspent or spent convictions, cautions, reprimands or final warnings. These details may be enclosed in a separate sealed envelope marked confidential and attached to the application. Any information given will be in complete confidence and will be considered only in relation to an application where the disclosed information is relevant to the position or posses a risk to learners or other staff members. This is not, in any way, to reflect upon an applicant’s integrity but to protect the public and the College.

In accordance with recommendations of the Safeguarding Children and Safer Recruitment in Education 2007, all applicants who are offered employment where there is contact with children or vulnerable adults will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed. 

Acceptance of an offer of employment will be deemed to be acceptance that such an investigation may take place. Applicants are informed that providing false information or failing to disclose information is a disciplinary matter and may result in summary dismissal.

Reasons for dismissal are recorded by the College and may be revealed to external parties if we are obliged to do so. 
Regulated Activity

Regulated activity is activity of a specified nature that involves contact with children or vulnerable adults frequently, intensively and/or overnight. (Such activities include teaching, training, care, supervision, advice, treatment and transportation.)
If a position is defined as Regulated Activity this is specified on the job description. 
References

Any offer of employment is made subject to the receipt of acceptable references.

Up to date details of two referees must be provided. At least one of these referees must be your present or most recent employer.

We will only approach referees prior to interview if you are in agreement. Once a written offer has been made we will take up any outstanding references.

Pre-employment Checks 
Any offer of employment is subject to two references being received by the College which are deemed to be satisfactory, an assessment of your medical fitness, a satisfactory Enhanced police disclosure check and confirmation of your eligibility to work in the UK.
Appointments are also subject to qualifications certificates being verified to confirm relevant qualifications have been obtained as outlined in the essential criteria of the employee profile, proof of identity checks to confirm current name, current address and date of birth as well as photographic identification and for Teaching/Assessing/Instructing posts, confirmation of IFL membership.
Acknowledgement of Receipt of your Application
If you wish to have receipt of your completed application acknowledged please enclose a stamped, addressed envelope and we will return this to you to confirm we have received your application.

We do endeavour to notify candidates if they have not been shortlisted for interview. However if you have not heard from us within four weeks of the closing date for a post please assume that your application has not been successful on this occasion. 
Should you require any additional information prior to completion of the application form, please do not hesitate to contact a member of the Human Resources Department on 01223 418349 or jobs@camre.ac.uk 

Thank you for your interest in working for Cambridge Regional College.
We look forward to receiving your application.

