

    


EMPLOYMENT APPLICATION FORM GUIDANCE NOTES

INTRODUCTION 

Thank you for your interest in working for Avant Skills Academy. There are a number of documents available to help you apply for a job with us, which include:

· Employment Application Form Guidance Notes
· Employment Application Form
· Job Description
· Equality and Diversity Monitoring Form (Recruitment)

It is important that you read through these guidance notes carefully before you complete the Employment Application Form, as they will help you to demonstrate how you meet the requirements of the role.  The Employment Application Form is the only acceptable method of applying for a job with Avant and all relevant sections of the application form must be fully completed.  A Curriculum Vitae is not an acceptable alternative and must not be submitted as part of the application process.    

We are interested to know why you have applied for this job, why you want to work for Avant, what skills you can offer and any special interests you have.  The decision to invite you to interview will be based on the information you provide.  You might not be shortlisted if you do not complete the form correctly or do not supply additional information as requested and in the supporting information.

	


About completing the Employment Application Form

We would encourage you to complete this form electronically and submit it to the email address stated in the Employment Application Form. Alternatively, you can print it and send it to the postal address stated in the Employment Application Form. If you complete the form in hard copy, and use any additional sheets, please make sure you clearly reference which areas of the form the text refers to.

We recommend completing the Employment Application Form electronically in Microsoft Word.  Completion may be problematic on some mobile devices without access to Microsoft Word. If you experience any difficulty completing the Employment Application Form, please get in touch.

The Employment Application Form is fixed so that when completing the form electronically the boxes expand in line with your text. When you type into the fields you will not be able to use spell check, word count or formatting. If you wish to use these functions on your text then you will need to type it separately and when you are happy with it, cut and paste it into the form. Where there are boxes for ‘yes’ or ‘no’ you can click in the relevant box, and a cross will be inserted.

COMPLETING YOUR EMPLOYMENT APPLICATION FORM 

SECTION 1 – PERSONAL DETAILS

This information is required but will not be seen by the selection panel. 

Enter your personal details in full, including your date of birth, so that we can contact you and can ensure your eligibility to work with us. We do not have a retirement age and therefore welcome applications from anyone aged 16 or over.   

We also ask that you let us know how you found out about the vacancy. This is important information to help us assess the success of our advertising. 

Nationality eligibility requirements

There are certain nationality rules which must be met for taking up posts. 

This means that you can only take up a post if you are one of the following: a UK national or person with dual UK nationality; a Commonwealth Citizen; a national of the European Economic Area (EEA). Eligibility may also be conferred on certain family members of the EEA. If not, a valid work permit or visa must be held that confirms you have an ongoing right to work in the UK.

Please contact us if you require clarification or wish to discuss your eligibility. 

Availability and interview arrangements

Interview and assessment dates should be outlined in the vacancy advertisement on our website. If you are unavailable for any of the stated dates, please specify these on the Employment Application Form.

Where our advertised schedule has scope for flexibility, we will try to accommodate you, but please note this may not always be possible. 

References

At least two references will be required, one of which must be from your current or  most recent employer and cover a minimum of three years. Where references do not cover a three-year period, further references will be requested which do cover a three year period. Both referees should be senior to you.

If you are not currently working with children or young people, but have done previously, then a reference from that employer is required.

If you have not been in paid employment and cannot provide suitable employment references, you may provide details of two other people who can provide a character reference for you, for instance a college tutor. We are unable to accept personal references and referees must not be a member of your family.

All offers of employment are made subject to references and satisfactory background checks, including Disclosure and Barring Service (DBS) Enhanced criminal records check. These checks are to determine the suitability of an employee to work for Avant. 

We reserve the right to retract an offer of employment where it is considered either references or the results of other background checks to be unsatisfactory, which may include online searches undertaken as part of our due diligence checks. 

Conflicts of Interest

Please provide details of any relationship you have with an existing employee in Avant. You should also outline anything that may be deemed to cause a conflict of interest, including any relevant business interests, other current employments or services, shareholdings, positions of authority, retainers, consultancy arrangements, or other connections with commercial, public or voluntary bodies. This includes any relatives, close friends or people you are cohabiting with.

Criminal Record Declaration

In this section you need to declare all convictions, cautions or bind-overs issued to you (not including parking fines), in line with the requirements of the Rehabilitation of Offenders Act 1974 and the Exceptions Order 1975 (amended 2013 and 2020). 

All Avant team members provide teaching, training, instruction, advice, guidance or other ancillary functions that enable face to face contact with children and young people, as a result they engage in regulated activity relevant to children and as such a Disclosure and Barring Service (DBS) Enhanced Disclosure and a check of the Children’s Barred List is required.  

If you are barred from engaging in regulated activity with children it is an offence for you to apply for this position.

A conviction does not necessarily prevent a candidate from being appointed. If we do have concerns with any conviction, we will always discuss it with you. If you are appointed, failure to have declared any convictions will result in an investigation and disciplinary action which may lead to dismissal. 

Avant is committed to safeguarding and promoting the welfare of children and young people and our Safeguarding Policy aims to ensure that all activities undertaken by Avant Skills Academy involving engagement with learners are performed in an environment that safeguards and promotes their welfare. Our Safeguarding Policy is available on our website.

Driving

This section asks for information in relation to your driving status.  This will be considered as part of the pre-selection process, but only for those roles that include driving as a requirement for the role.  If you answer no to any of the driving questions, and the role requires you to travel as part of your duties, please outline how you will meet those requirements.


SECTION 2 – CAREER HISTORY

This section will be passed to the selection panel for consideration.

Employment History

In this section we ask you to provide brief details of your full employment history (since leaving school or full time education). When listing your current and previous employment, please start with the most recent employer, together with the main duties and responsibilities of the job and your reason(s) for leaving.

Education and Training

Please give full details of your secondary, further and/or higher education and all educational or vocational qualifications you have obtained or are currently pursuing. When listing your education, training and qualifications achieved, please start with the most recent. And please include the awarding body and date of award.

Professional Membership

If you have a professional qualification or are a member of a professional organisation, in the fields of accountancy or teaching for example, please provide details. 

Information about any gaps in your career history

It is important for us to understand your entire career history and the reason for any gaps. There is a box for additional details where we need to be able to see how your time was spent across any period that was not in paid employment or education, which may include caring responsibilities or volunteering. 

If you have just left or are about to leave education, then this section may not apply to you. 

SECTION 3 - SUITABILITY

This is the most important part of the application. Read the job description very carefully, thinking about how your experience, skills and abilities help you to meet each of the requirements detailed for the job.

In the application form, there are two boxes for you to complete, as follows:

Key Responsibilities and Key Objectives

Both of these correspond to the Key Responsibilities and Key Objectives within the Job Description. You will need to write a statement in each, outlining evidence and examples of how you have successfully achieved similar responsibilities, including the impact that the actions taken had in relation to each. Your examples may be taken from current and previous employment, voluntary or community work, training and any other areas you think are relevant.

Please remember, we can only base our initial recruitment decisions on what you tell us so please complete this section as fully as possible.

Please note that your response to each of the above questions must be limited to a maximum of 3000 characters, including spaces.

SECTION 4 – DECLARATION

The declaration asks you to sign and date the form to confirm that the information you have given is true and accurate. You must cross the box marked ‘yes’ to confirm that you have read and understood the declaration. 

It is important that you read this section. False declarations will normally result in the withdrawal of any offer of appointment made or participation in the recruitment process.

Data Protection 

In accordance with the provisions of the Data Protection Act (2018), we will use any information you give us only for the purposes of recruitment and selection.  

Any data about you will be held in secure conditions, with access restricted to those who need it in connection with the application and selection process. Data may also be used for the purposes of monitoring the effectiveness of recruitment. In these circumstances all data will be kept anonymous. If you are unsuccessful, your personal data relating to your application will be kept for two years.  For more information, please visit www.avant.ac.uk/privacy-policy

Equality and Diversity Monitoring Form 

Avant strives towards equality and diversity to recognise that each person is different, and these differences are to be valued. We promote inclusion, respect, fairness and the rights of the individual to equality of opportunity. We need to continuously assess whether our recruitment processes are ensuring equality of opportunity and supporting our commitment to diversity. To help us do this we encourage you to complete this form.  

The information you give us is confidential and is not seen by any person connected with the selection process. If you become an employee of Avant the information will be recorded for the purposes of diversity monitoring. Please enter your name on the form.  

Returning your completed forms

Please refer to the Application Form for details of where to return your application documents. You should keep a copy of your Application Form for your records.  If you have any questions on any aspect of the recruitment process, please use the contact details listed in the application form.




What happens next?

We will undertake a selection exercise following the closing date. You will be notified of the outcome whether or not you are successful. The most suitable candidates will be progressed to the next stage.

Complaints

Avant recruitment processes are underpinned by the principle of selection for appointment on merit based on fair and open competition. If you feel your application has not been treated in accordance with this principle and you wish to make a complaint, you should contact:

Chief Executive 
Avant Skills Academy
Pearl Assurance House
George Street
Grimsby
DN31 1HB

T: 01472 426624
E: jobs@avant.ac.uk
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