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This college is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults and expects all staff and volunteers to share this commitment. 
 

                                

 
  

GUIDELINES FOR COMPLETING YOUR APPLICATION 
 

Please read these guidelines carefully before completing your application form.   If you are 
applying for more than one job, please fill in a different application form for each job. 
 

The application form plays a most important part in our selection process.  IT IS VITAL THAT 
YOU FILL IT IN AS FULLY AND ACCURATELY AS POSSIBLE.  Please do not send us your 
standard CV (curriculum vitae).    
 

To apply for a job, you must be eligible to work in the UK. 
 

1. Before you complete the application form: 
 

Please make sure you read carefully through the following documents before you start to fill in 
the form.  They will help you decide if you are a suitable applicant for the job: 
 

 The person post specification listing the duties you would be expected to carry out and details 
about the experience, skills, abilities and qualifications the interview panel are looking for. 
Any interview date will also be included in these details. 

 The application form itself. 
 

If, because of a disability, you need any help with completing your application form, please 
contact Human Resources on 01903 275755 ext 495/424/427 
 

2. Completing the application form 
 

Please complete the on line application form.   
We will pay particular attention to how well your experience and skills fit the criteria of the Person 
Specification.  You should, therefore, make clear how you match these criteria.  If you feel you 
need more space in any section of the application form, please do not write on the back of the 
page but use extra sheets of paper putting your name and the job you are applying for at the top 
of each sheet. 
 
If it is not possible to complete the on line application form please download a copy of the 
application form which is provided on the website as a Microsoft Word document or request a 
hard copy of this from Human Resources.  Please complete this in black, as other colours do not 
photocopy well.  Make sure that what you write is clear and legible.   
 

3. Equal opportunities monitoring 
 

The college is striving to be an equal opportunities employer.  This means we aim not to 
discriminate directly or indirectly – against people on the grounds of their sex, marital status, age 
or disability, race, colour or national origin.   
 

Current legislation requires us to monitor our recruitment and employment practice, and we ask 
you to help us in this task by completing the equal opportunities monitoring questions before 
submitting your application.  The information you give helps us to monitor our progress on 
achieving equal opportunities and identify any gaps or inconsistencies so that we can correct 
them.  The information on the equal opportunities monitoring form is not seen by shortlisting or 
interview panels. 
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This college is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults and expects all staff and volunteers to share this commitment. 
 

We welcome applications from ethnic minorities, other under-represented groups and from all 
sections of the community. 
 

4. Disability 
 

The college welcomes the Disability Discrimination Act (as amended by the Special Educational 
Needs and Disability Act 2001). This college is committed to ensuring that disabled people, 
including those with learning difficulties, are treated fairly.  All reasonable adjustments to 
provision will be made to ensure that disabled students and other disabled people are not 
substantially disadvantaged. 
 

As mentioned in paragraph 1 above, if, as a result of a disability, you need any help with 
completing your application form you should contact the Human Resources Team on 01903 
275755 ext.495/424/427.  Equally, if you need special arrangements to be put in place should 
you be invited for interview, please indicate this in the relevant section of the application form. 
 

5. Education 
 

We will need to ask you to produce evidence of your qualifications prior to interview should you 
be shortlisted for interview. 
 

6. Present and previous employment 
 

You should include all details of your current or most recent employment or voluntary work, 
giving the main duties and responsibilities of your post as well as previous employment. 
 

7. References 
 

The college has a policy of asking for two referees.  One should be your current or most recent 
employer - this means someone authorised to speak for the employer, not just a friend who 
works there.  If you currently work for a college, we would normally expect the Principal or 
designated substitute to be the referee.  It is college policy to obtain references prior to 
interview. 
 

8. Asylum and Immigration Act 1996 
 

We are required by law to ensure that anyone working for us is entitled to live and work in this 
country.  You must, therefore, be eligible to work in the UK – we will ask for documentary 
evidence on appointment. 
 

9. Criminal Convictions – Exempted Occupations 
 

Worthing College aims to promote equality of opportunity for all with the right mix of talents, skills 
and potential.  Worthing College welcomes applications from diverse candidates.  Criminal 
records will be taken into account for recruitment purposes only when the conviction is relevant.  
Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on 
the circumstances and background to your offence(s). 
 

The Rehabilitation of Offenders Act 1974 was introduced to ensure that ex-offenders who have 
not re-offended for a period of time since the date of their conviction are not discriminated against 
when applying for jobs.  Various kinds of employment, occupations and professionals are, 
however, exempted under this act and the Exceptions Order overrules the employment rights an 
ex-offender would otherwise have in respect of spent convictions.  Ex-offenders must disclose 
information about spent, as well as unspent convictions, provided the employer states clearly on 
the application form or at interview that the job applied for is exempted.  Exempted occupations 
include work that brings the person into contact with vulnerable groups such as young people 
under the age of 18. 
 

As Worthing College meets the requirements in respect of exempted questions under the 
Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to 
a Disclosure and Barring check (previously known as CRB) from the Disclosure and Barring 
Service before the appointment is confirmed.  This will include details of cautions, reprimands or 
final warnings, as well as convictions. 
 

Human Resources 


