

SOUTH EASTERN REGIONAL COLLEGE
PLEASE READ THESE GUIDANCE NOTES PRIOR TO COMPLETING THE APPLICATION FORM 
If you have any queries about the post for which you are applying or if you require this document in an alternative format, contact the Human Resources Unit who will be pleased to assist.  

1. Please complete your form in black pen/ink or have it typed if you prefer, Curricula Vitae are not accepted and all applicants must complete an application form.

2. Please ensure you have read the Job Description of the position you are applying for before completing this application form.

3. Changing or amending the application form to suit your responses will prevent you being shortlisted.

4. Applicants are short listed only from the information provided on Part B of the application form; members of the panel are not permitted to make assumptions or personal knowledge relevant to the post. If you leave out any details you may not be invited for interview, therefore it is important that you complete all sections of the application form.

5. If you are asked to provide details of work experience in years, for example ‘provide 3 years of work experience’, you must detail on the application form the specific dates in the following format DD/MM/YY.

6. If the position requires the candidate to have attained a qualification this must be obtained by the closing date of the application.

7. If a section does not apply to you or you have no information put “not applicable” or “none”.

8. Additional pages will not be accepted.

9. Ensure you sign and date your form and leave sufficient time for delivery.  Late applications will not be accepted.
 
10. Receipt of your application will be acknowledged only if you enclose a stamped self-addressed envelope 

11. Your application will be treated as confidential but should one of the Agencies established by legislation require access the College will be obliged to release it for inspection.

12. An Enhanced Access NI Disclosure Certificate must be obtained by all new members of staff. Access to the online application form will be provided at the start of the appointment process and a fee of £33 must be paid by the applicant.

13. A criminal record will not necessarily be a bar to obtaining a post within the College. However, if you are registered on either of the Social Services Barred Lists you cannot apply for or be appointed to any post within the College.  You should also include any pending charges.  If you are unclear on what convictions are likely to have been filtered, further details can be found on the AccessNI website www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body

14. A copy of the Access NI Code of Practice, Criminal Record Procedure and Policy on the Recruitment of Ex-offenders is available on the website at www.serc.ac.uk.




RECRUITMENT PROCESS

If you meet the short-listing criteria you will be invited to the next stage which could be an assessment or an interview.  At this stage you will be asked for photographic proof of identity which you will need to provide.

Posts are not offered until satisfactory pre-employment checks have been completed these include Enhanced Access NI checks (candidates will be responsible for payment of Access NI checks when a conditional offer is made), references, verification of qualifications and health assessment declaration.   

Please note that references will not be taken up unless candidates are being considered for appointment.

SERC is an Equal Opportunities Employer.



Privacy Notice – Candidates, Employees, Workers and Contractors

SERC (the College) is committed to ensuring we comply with the Data Protection legislation (as supplemented and amended from time to time).  

SERC is a “data controller” for the purposes of Data Protection legislation. This means that we are responsible for deciding how we hold and use personal information about you. This privacy notice explains how we hold and use any personal information we collect about you before, during and after your working relationship with us.

What personal Information do we collect?

We may collect, store, and use the following categories of personal information:

Recruitment information (including copies of right to work documentation, references and other information included in a CV or cover letter or as part of the application process and any information provided during the selection process).
Personal contact details such as name, title, addresses, telephone numbers, and personal email addresses.
· Date of birth.
· Gender.
· Marital status and dependants.
· Next of kin and emergency contact information.
· National Insurance number.
· Bank account details, Payroll records and tax status information.
· Salary, annual leave, pension and benefits information (including details about your pension beneficiaries).
· Start date.
· Location of employment or workplace.
· Identification Documentation (copy passport / driving licence etc.)
· Employment records (including job titles, work history, working hours, training & educational records and professional memberships).
· Safety and Accident records
· Compensation history.
· Performance information.
· Disciplinary and grievance information.
· CCTV footage and other information obtained through electronic.
· Information about your use of our information and communications systems.
· Photographs.
We may also collect, store and use the following "special categories" of more sensitive personal information:
· Information about race or ethnicity, religious beliefs, sexual orientation and political opinions.
· Trade union membership.
· Information about health, including any medical condition, health and sickness records.
· Information about criminal convictions and offences.

How do we collect personal information?

We collect personal information about candidates, employees, workers and contractors through the application and recruitment process, either directly from you or sometimes from former employers, an employment agency or background check provider. 

We will also collect additional personal information in the course of job-related activities throughout the period of you working for us.

The purpose of our processing of personal information

We will need all the categories of information in the list above primarily to allow us to perform our contract with you and to enable us to comply with legal obligations. In some cases we may use your personal information to pursue legitimate interests of our own or those of third parties, provided your interests and fundamental rights do not override those interests. 

The situations in which we will process your personal information are: 

· Making a decision about your recruitment or appointment.
· Determining the terms on which you work for us.
· Checking you are legally entitled to work in the UK.
· Paying you and, if you are an employee, deducting tax and National Insurance contributions.
· Liaising with your pension provider.
· Administering the contract we have entered into with you.
· Business management and planning, including accounting and auditing.
· Conducting performance reviews, managing performance and determining performance requirements.
· Making decisions about salary reviews and compensation.
· Assessing qualifications for a particular job or task, including decisions about promotions.
· Gathering evidence for possible grievance or disciplinary hearings.
· Making decisions about your continued employment or engagement.
· Making arrangements for the termination of our working relationship.
· Education, training and development requirements.
· Dealing with legal disputes involving you, or other employees, workers and contractors, including accidents at work.
· Ascertaining your fitness to work.
· Managing sickness absence.
· Complying with health and safety obligations.
· To prevent fraud.
· To monitor your use of our information and communication systems to ensure compliance with our IT policies.
· To ensure network and information security, including preventing unauthorised access to our computer and electronic communications systems and preventing malicious software distribution.
· Equal opportunities monitoring.
· To conduct data analytics studies on employee retention, sickness absence, pay rates etc. 

Some of the above grounds for processing will overlap and there may be several grounds which justify our use of your personal information.

Processing Sensitive Information

We will use your particularly sensitive personal information in the following ways:

· We will use information relating to leaves of absence, which may include sickness absence or family related leaves, to comply with employment and other laws.

· We will use information about your physical or mental health, or disability status, to ensure your health and safety in the workplace and to assess your fitness to work, to provide appropriate workplace adjustments, to monitor and manage sickness absence and to administer benefits.

· We will use information about your race or national or ethnic origin, religious, philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal opportunity monitoring and reporting.

· We will use trade membership information to pay trade union premiums, register the status of a protected employee and to comply with employment law obligations. 

Do we need your consent?

We do not need your consent if we use special categories of your personal information in accordance with our written policy to carry out our legal obligations or exercise specific rights in the field of employment law. In limited circumstances, we may approach you for your written consent to allow us to process certain particularly sensitive data. If we do so, we will provide you with full details of the information that we would like and the reason we need it, so that you can carefully consider whether you wish to consent. You should be aware that it is not a condition of your contract with us that you agree to any request for consent from us.

Information about Criminal Convictions

Where appropriate, we will collect information about criminal convictions as part of the recruitment process or we may be notified of such information directly by you in the course of you working for us.  We will use the information to make decisions about your engagement or continued employment in line with our Recruitment and Employment of Ex-Offenders and use of Disclosure Information Policy and Safeguarding Policy.

Data Sharing 

We will share personal information with third parties where required to do so by law, where it is necessary to administer the working relationship with you or where we have another legitimate interest in doing so. 

The following third-party service providers may process personal information about you:

· Occupational Health
· UK Healthcare
· NILGOSC
· Teachers Pensions
· College Legal Representatives
· College Insurers

We require third party service providers to respect the security of your data and to treat it in accordance with the law. 

We may share your personal information with other third parties, for example during to restructuring of the business, with our legal representatives, our sponsoring government department, governmental regulators (HMRC etc) or to comply with the law.

Transfer outside of the EU

We do not currently transfer personal information outside the EU. However, if this changes, you can expect the information to be held and used in a way that is consistent with and which respects the EU and UK laws on data protection.

Data Security

We have put in place measures to protect the security of your personal information. Details of these measures can be found Data Protection Policy, Acceptable Use Policy, ICT Systems and Services SOP etc.

Data Retention

We will only retain personal data for as long as necessary to fulfil the purpose we collected it for, for the purpose of satisfying any legal, accounting or reporting requirements. 

Details of retention periods for different aspects of your personal information are available in our Retention and Disposal Schedule which is available on our website www.serc.ac.uk/customer-privacy.

Data Subject Rights

Under certain circumstances, by law you have the right to:

· Request access to your personal information

· Request correction of your personal information.

· Request erasure of your personal information. 

· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about their particular situation which makes them want to object to processing on this ground. 

· Object to processing of your personal information for direct marketing purposes.

· Request the restriction of processing of your personal information. 

· Request the transfer of your personal information to another party. 

· [bookmark: a710573]Right to withdraw consent

These rights are not absolute. Further information on data subject rights can be found in our Data Protection Policy available on our website www.serc.ac.uk/customer-privacy.

You also have a right to lodge a complaint with the Information Commissioner’s Office if you believe we have not handled your personal information in accordance with the Data Protection legislation. In the first instance complaint should be made to the Company. 

Failure to provide personal information

If you fail to provide certain information when requested, we may not be able to perform the contract we have entered into with you (such as paying you or providing a benefit), or we may be prevented from complying with our legal obligations (such as to ensure the health and safety of our workers).

Your duty to inform us of changes

It is important that the personal information we hold about you is accurate and current. Please keep us informed if your personal information changes during your working relationship with us.

Automated Decision Making

We do not use automated decision making to make decision that will have significant impacts on data subjects.

Changes to this Privacy Notice

We reserve the right to update this privacy notice at any time and we will provide you with a new privacy notice when we make any substantial updates. We may also notify you in other ways from time to time about the processing of personal information.

Contact details

SERCs Data Protection Officer is Sian Harvey:

Data Protection Officer 
SERC, Bangor Campus 
Castle Park Road 
Bangor
BT20 4TD 
 
sharvey@serc.ac.uk
I, _______________________________________________
(Print name of candidate/employee/worker/contractor) 
acknowledge that I have received a copy of the Employment’s Privacy Notice on ___/_____/______ and that I have read and understood it.

Signed by: ____________________________

Date:  _____/_______/_________
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SOUTH EASTERN REGIONAL COLLEGE


APPLICATION FORM – PART A

Please ensure before completing this application form that you have read the guidance notes attached in full.

You are reminded:
· Curricula Vitae are not accepted.
· Please ensure you have read the Job Description of the position you are applying for before completing this application form.
· Changing or amending the application form to suit your responses will prevent you being shortlisted.
· Applicants are short listed only from the information provided on Part B of the application form; members of the panel are not permitted to make assumptions or personal knowledge relevant to the post. If you leave out any details you may not be invited for interview, therefore it is important that you complete all sections of the application form.

	
Name of Applicant:
	





	
Closing Date:
	
Not later than 12 noon on Friday, 21st June 2019

	
Post:
	
Higher Education Learner Support Assistant Register
	
Ref:
	
S87/19

	
Location:
	
All Campuses




Completed application forms should be returned by the closing date to the Human Resources Unit at Ballynahinch Campus. 

Alternatively applications can be emailed to recruitment@serc.ac.uk by the closing date and time.

						RETURN TO:

						Human Resources
South Eastern Regional College
Church Road 
Ballynahinch
BT24 8LP 
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PERSONAL INFORMATION


	
Surname:
	
	
Forename(s):   
	

	
	
	
	(underline name used)

	
Title:	Mr/Mrs/Miss/Ms/Dr/Rev/Other (circle as appropriate)

	

	Address:
	

	

	
Postcode:
	

	

	Address for Correspondence (if different from above):

	


	

	
Postcode:
	

	  

	Home No:
	
	Business (inc ext):
	

	

	Mobile:
	
	Email Address:
	

	

	National Insurance No:
	
	
	
	
	
	
	
	

	

	Do you have/require a Work Permit?
	
	Yes
	
	No

	
If yes, Work Permit number if available:
	

	

	
REFERENCES 


	
Please give the names of two referees, (excluding relatives) from whom the College may obtain further information in relation to your application.  At least one of your referees must be your current or most recent employer, this should be your line manager or next in line who can comment on your work.
You should obtain prior consent of referees before using their names.

	

	Name:
	
	Name:
	

	
Address:
	
	
Address:
	

	
	

	
	

	
Postcode:
	
	
Postcode:
	

	
Email Address:
	
	
Email Address:
	

	
Contact No:
	
	
Contact No:
	



Relationship 	____________________________ Relationship _______________________	

The College reserves the right to contact previous employers relating to employment with Children/Vulnerable Adults.

Please note: Referees will not be contacted until after interviews have taken place.




	
EMPLOYMENT HISTORY – PRESENT POST/MOST RECENT EMPLOYER


	

	Employer Name:
	
	Period of Notice:
	

	
	
	
	

	Employer Address:
	
	Salary/Wage:
	

	
	
	
	

	
	
	Job Dept/Location:
	

	
	
	
	

	
	
	Start Date:
	

	
	
	
	

	Job Title:
	
	Reason for Leaving:
	

	
	
	
	

	Principal Duties of Present Post:

	

	

	

	

	

	

	

	
EMPLOYMENT HISTORY – PREVIOUS POSTS


	

	Please list all your previous posts beginning with the most recent including periods out of employment and any training.


	Name and Address
of Employer
	Period of Employment
	Reason for Leaving
	Position/Grade and Duties

	
	From
(dd/mm/yy)
	To
(dd/mm/yy)
	
	

	






	
	
	
	

	






	
	
	
	

	







	
	
	
	

	





	
	
	
	

	




	
	
	
	

	
ENHANCED DISCLOSURE CHECK WITH ACCESS NI

The post that you have applied for is governed by the Safeguarding Vulnerable Groups (NI) Order 2007. Before appointing it is our policy to ask for an Enhanced Disclosure check to be carried out by Access NI (please refer to the guidance notes) 
This post is also exempt from the provision of the Rehabilitation of Offenders (Exemptions) (Amendment) Order (NI) 1987.  However, you are only required to disclose Convictions that are not considered as ‘Protected’ under the Rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979 as amended in 2014.  Any criminal conviction may never be regarded as spent and must be disclosed when applying for a post within SERC, (except those that have been filtered out) including cases/investigations pending. If you are unclear on what convictions are likely to have been filtered, you can go to the Access NI website for further details at www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body  
Please note that disclosure of a conviction does not necessarily debar any applicant from obtaining employment. 
Failure to disclose such convictions could, in the event of employment, result in dismissal or disciplinary action by the College.  
Any information will be treated strictly confidentially and only in connection with posts to which the Order applies.



A copy of the Access NI Code of Practice, Criminal Record Procedure and Policy on the Recruitment of Ex-offenders is available on the website at www.serc.ac.uk.

Do you have any convictions that are not ‘protected’ as defined by the Rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979, as amended in 2014? 
Yes 		No 	

Are you currently the subject of police investigation or		Yes		No
do you have any prosecutions pending?

Please list below details of ALL charges, prosecutions, convictions, cautions; bind – over orders (except those that have been filtered out) – even if they happened a long time ago. You must include any minor matters, any road traffic or motoring offences and any which may be pending. If you are unclear on what convictions are likely to have been filtered, further details can be found on the AccessNI website www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body
	



Please note that disclosure of a conviction does not necessarily debar any applicant from obtaining employment.
	
DRIVING/TRANSPORT


	

	Do you hold a current full driving licence valid in the UK? 	
	

	Yes
	
	No

	If required, do you have access to a car, or a form of transport which will enable you to undertake the duties of the post?
	
	Yes
	
	No

	

	

	
INTERVIEW/ASSESSMENT ARRANGEMENTS


	

	Do you have any disability which would require special 
arrangements to be made if invited for assessment/interview?
	
	Yes
	
	No

	

	If the answer is yes please specify assistance required:

___________________________________________________________________________

Please give any dates you are unavailable for interview/assessment (this is for information only and the College is not obliged to take this into consideration when making arrangements)



	

	
CHECKLIST


	
Have you completed the following:

· Part A of the Application Form
· Part B of Application Form
· Equal Opportunities Monitoring Questionnaire


	
DECLARATION


	
I certify that the information supplied by me in Parts A and B of this application is true, complete and accurate. Failure/falsification/misleading or inaccurate information may lead to the College withdrawing the employment offer or if appointed at determined at any later date could result in disciplinary action including dismissal.

· I understand that prior to appointment the College must have satisfactory references, health assessment and Enhanced Access NI checks and I agree to any necessary enquiries being made.
· I will show formal identification and evidence of qualifications if required.
· I understand that canvassing will disqualify me from the selection process for this
Post.
· I authorise Line Management to access my contact details if necessary.
· I have read the Privacy notice and understand how my information will be used.




	Signature of applicant:
	
	Date:
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EO/Ref: S87/19


EQUAL OPPORTUNITIES MONITORING QUESTIONNAIRE FOR JOB APPLICANTS 
THE INFORMATION YOU PROVIDE WILL BE TREATED AS CONFIDENTIAL
THIS MONITORING FORM SHOULD BE RETURNED WITH YOUR APPLICATION 
SERC is committed to equality for all job applicants. The College selects those suitable for employment and promotion solely on the basis of merit and is also monitoring its activities to ensure that its policies and procedures are effectively implemented. 
The application of equal opportunity in the College is monitored on the basis of a comparison of person of different religious belief, political opinion, racial group, age, marital status or sexual orientation, between men and women generally, between persons with a disability and those without and between persons with dependants and those without. 
You are not obliged to answer the questions on this form and you will not suffer any penalty if you choose not to do so. Nevertheless, we would encourage you to answer the questions below.
Access to this information will be strictly controlled and will not be available to those considering your application for employment. Monitoring will involve the use of statistical summaries of information in which the identities of individuals will not appear. Whilst the College will treat the information given in this monitoring questionnaire as confidential, applicants are advised that legal processes may require the College to disclose the information given on this questionnaire to certain statutory bodies and, in some circumstances, open Tribunal. The information will subsequently be transferred to the monitoring system operated for the College. There it will be strictly controlled in accordance with the Data Protection Act 1998.
1. Fair Employment Monitoring / Community Background

SERC has a legal duty to ascertain your community background and sex under the Fair Employment and Treatment (NI) Order 1998.  Regardless of whether we practice our religion, most of us in Northern Ireland are seen as belonging to either the Protestant or Roman Catholic Community.  We are therefore asking you to indicate your community by ticking the appropriate box below. 
I am a member of the Protestant Community 		
I am a member of the Roman Catholic Community						
I am not a member of either the Protestant or Roman Catholic Community			
	
2. Gender			Male                           Female   

3. Date of Birth		Day__________   Month _____________  Year__________

4. Where did you see the post advertised? 

SERC Website   	Facebook                      Internal Trawl   
NIJobs.com 	  	                     Twitter                           Other _____________






5. Marital Status (Please tick only one box to reflect your current status)


Single					Divorced	                  Married/Civil Partnership 

Separated                                                          Widowed                   Other

6. Religious Denomination 

Roman Catholic				Christian                     	      	Presbyterian	    	    
Church of Ireland 			Buddhist		             	Hindu		
Methodist				Jewish					Muslim
Sikh					None 
Other (please specify) _________________


7. Ethnic Group
White 			Irish Traveller  			       	Chinese	  
Indian			Pakistani	                     	      Bangladeshi   	
Black Caribbean			Black African  		     	     	
Black Other  			
Mixed Ethnic Group (please specify)______________________		
Other Ethnic Group (please specify) ______________________


8. Political Opinion
Please tick the appropriate box to indicate your political opinion

Broadly Unionist						
Broadly Nationalist	      			 
I prefer not to say                        		
Other (please specify) ________________

9. Nationality
What do you consider your national identity to be? For example, Irish/British/Polish/Latvian. Please state below:






10. Sexual Orientation 

Under the employment Equality (Sexual Orientation) Regulations (NI) 2003 sexual orientation means a sexual orientation towards:
· Persons of the same sex (this covers gay men and lesbians)
· Person of the opposite sex ( this covers heterosexual men and women)
· Persons of both sexes ( this covers bisexual men and women)
Please indicate below in relation to the above definitions your sexual orientation towards someone:

Of the same sex (this covers gay men and lesbians)
A different sex ( this covers heterosexual men and women)	
Of the same sex and of the opposite sex (this covers bisexual men and women)
I prefer not to say		

11. Disability 

The Disability Discrimination Act 1995 states that a person has a disability if he/she has a “physical or mental impairment which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities”
Do you consider yourself to be disabled as set out under the Disability Discrimination Act?
Yes                        No 
Please state the type of impairment which applies to you. People may experience more than one type of impairment, in which case you may indicate more than one. If none of the categories apply, please mark ‘Other’ and specify the type of impairment.

Physical Impairment 				Sensory Impairment
(e.g Arthritis, Mobility impairment)		(e.g Hearing Loss, Visual Impairment)

Learning disability/difficulty			Mental Health condition 
(e.g Dyslexia, Nonverbal disability)		(e.g Mood disorders, Bipolar)	

Long Standing illness						
(e.g Autism, Cognitive Disorders)		             		


Other (please specify) ________________________

12. Dependants/Caring Responsibilities

Do you have personal caring responsibility for the care of any of the following?
A child or children 			A person with a disability 	
A dependent or older person		None of the above 


THANK YOU FOR YOUR CO-OPERATION. 





SOUTH EASTERN REGIONAL COLLEGE
	
Application for post of:
	
Higher Education Learner Support Assistant Register
	
Applicant No:
	
S87/19



The short listing will be based solely on the information you supply in part B of this application form.

APPLICATION FORM - PART B

	
ESSENTIAL CRITERION 1




Do you hold GCSE English Language and GCSE Mathematics – Grade C or above (or equivalent)? 

Yes/No

If yes, please give exact details below including dates (DD/MM/YY):

	Full Title of Qualification

	Level i.e Level 2
	Grade
	Awarding Body
	Date Obtained
(DD/MM/YY)

	














	
	
	
	











	
ESSENTIAL CRITERION 2




Do you hold a Level 5 qualification or above on the NQF (National Qualification Framework) e.g. BTEC HND, Foundation Degree, Degree?

Yes/No

If yes, please give exact details below including dates (DD/MM/YY):

	Full Title of Qualification or Apprenticeship

	Level i.e. Level 5
	Grade
	Awarding Body
	Date Obtained
(DD/MM/YY)

	






	
	
	
	









	
ESSENTIAL CRITERION 3




Can you demonstrate that you have at least one years’ previous experience of working with people with disabilities /additional needs in an educational setting?

Yes/No

	If yes, please give exact details below, including dates (DD/MM/YY): 

	





















	
ESSENTIAL CRITERION 4




Can you demonstrate that you have excellent communication and interpersonal skills?

Yes/No

	If yes, please give exact details below: 

	



















	
ESSENTIAL CRITERION 5




Can you demonstrate that you have excellent written and oral communication skills?

Yes/No

	If yes, please give exact details below: 

	





















	
ESSENTIAL CRITERION 6




Are you confident in the use of ICT, including Microsoft Office Products?

Yes/No

	If yes, please give exact details below: 

	





















	
DESIRABLE CRITERION 1




Can you demonstrate that you have 9 months experience supporting one or more students with additional learning support needs at Level 3 or higher within a College or University setting; 


Yes/No

	If yes, please give exact details below, including dates (DD/MM/YY): 

	




















OR 

Do you hold a recognised teaching qualification?

Yes/No

If yes, please give exact details below, including dates (DD/MM/YY):

	Full Title of Qualifications 

	Level e.g. Degree, Level 6
	Grade
	Awarding 
Body
	Date Obtained
DD/MM/YY
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