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These guidelines apply to both internal and external candidates alike. They are provided to assist you in completing your application form.

The following documents are available to download from the website:

· A College Application Form

· A Job Description for the post

· A Person Specification for the post

· An Equal Opportunities monitoring form

Completing your application form…

It is important that you read all information before you complete the application form.
Please complete the form using black ink or type, so that we can photocopy it. You may find it useful to photocopy this form and do a rough draft first, to help avoid mistakes and crossings out.

You must ensure that you complete all sections of the application form as fully as possible.  Please include all your relevant experience to date, including a brief outline of your responsibilities in present and previous positions. 

If you have never been in paid employment or have not been for some time, please tell us about any experience you may have gained in other ways. For example, through voluntary work, leisure interests, hobbies and or domestic responsibilities.

You may find it helpful to pay particular attention to the job description and person specification for the post when completing your application form. Use this information as a guide and tell us on your application form how you meet each of these requirements. Try to address each aspect as fully as possible, as the information you provide us on this application form will be used for short-listing purposes. 

Please ensure that you provide dates of employment (mm / yy is acceptable) and account for any gaps in employment. 

If you run out of space on the application form, then please use additional sheets. If so, please ensure that your name and the post that you are applying for are stated clearly at the top of each sheet.

Please ensure that all the information provided is true and accurate, and that you have signed and dated the form.

You may enclose a covering letter with your application form if you so wish, however curriculum vitae’s will only be accepted as supplementary information to the application and all parts of the form must be fully completed.

It is College policy to contact referees prior to interview. If you do not wish for your present employer to be contacted then please ensure that you make this clear in the section of the form relating to references.

Additional Information

1. Convictions :  The nature of the post and/or the organisation may result in you having substantial access to children. Due to this, appointments are exempt from the provision of Section 4(2) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act (Exceptions) Order 1975, as amended by the Rehabilitation of Offenders Act (Exceptions) Order 1986. This means that you are not entitled to withhold details of any convictions, ‘bind-overs’ or formal cautions that you have received, which for other purposes may be regarded as “spent” under the Act. Information given will be treated in complete confidence and will be considered only in relation to the position for which you are applying.

Any subsequent discovery of failure to disclose convictions, or of other false or inaccurate information on the application form could result in dismissal or disciplinary action by the College.

Please note that any offer of employment at Coleg Morgannwg will be subject to a Disclosure check through the confidential process administrated by the Criminal Records Bureau.  The level of Disclosure required (Enhanced Standard) would be dependent upon the nature of the post in accordance with Part V of the Police Act 1997.  Further information about the Disclosure Scheme can be found at www.disclosure.gov.uk or by contacting the Personnel Department.  A criminal conviction will not necessarily be a bar to obtaining the position.  You will not be required to meet the cost of the application for disclosure which is £12.   

2. The information requested on the Equal Opportunities Monitoring Form will be treated as confidential and will be used only to allow the College to monitor its compliance with the Equal Opportunities Policy. It will not be used for selection purposes.

3. Application forms must be received by the closing date stated in the advertisement, and covering letter accompanying this application pack. Late applications will only be accepted on notification of exceptional circumstances.

4. If you are successfully short-listed and invited to interview, please ensure that you bring with you any documentary evidence of the qualifications you have listed on your application form.

5. In the interests of economy, receipt of applications will not normally be acknowledged. If you would like an acknowledgement, then please enclosed a stamped self addressed envelope or postcard for use.

6. If you have not heard from the College within 4 weeks of the closing date, then please assume that your application has been unsuccessful. Again, in the interests of economy unsuccessful applicants will not normally be notified.

7. All College appointments are subject to the receipt of satisfactory written references, and to confirmation of medical fitness to enter the service of the Corporation. 

Please return your completed application form and equal opportunities monitoring form to the Personnel Department, Coleg Morgannwg, Rhondda Campus, Pontrhondda Road, Llwynypia, TONYPANDY, CF40 2TQ.  Tel. (01443) 663285


GUIDANCE FOR COMPLETING YOUR APPLICATION FORM
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