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Bolton Sixth Form College
Information and Guidance for Applicants

Thank you for your recent enquiry regarding a post with Bolton Sixth Form College.  The following advice is designed to help you in completing the application form as effectively as possible.
· READ THE FORM - Read the form through before you complete it. Please complete it in full. Please DO NOT send your Curriculum Vitae unless you are specifically required to do so.

· JOB DESCRIPTION – Make sure you read the Job Description, Person Specification and Further Information before completing the application form.

· REFERENCES – Please give your present or previous employer(s) as referee(s).  Avoid giving personal contacts as your referee(s).  If you are successful in being shortlisted then your referees will be contacted prior to interview.
· EQUAL OPPORTUNITIES – Please complete the monitoring sheet and return it with your application to allow us to monitor the effectiveness of our policy.  Reasonable adjustments will be made to the selection process for candidates notifying the college of their needs arising from a disability and as a commitment to the disability symbol currently held by the College, it is our policy to give all disabled candidates who meet the essential requirements of the post an interview.
· HEALTH – If you are successful in your application, you will be required to complete a pre-employment medical questionnaire.  This will be submitted to the College’s Occupational Health Unit who will then advise whether or not a medical examination is necessary.  Please note that we ask referees about absences through illness.  Please indicate on the application form the number of days absent for illness in the last two years.  Feel free to add a comment if you wish.

· SENDING THE FORM – Would you please ensure that your completed application form is returned with the correct postage.  As a guide, the first class postage for the application form and enclosures of 3 or more pages is a minimum of 68p.  Please send your form to the address specified below by the closing date on the advertisement or you can email your application to us at personnel@bolton-sfc.ac.uk  
· IF YOU ARE SHORTLISTED you will be contacted by letter or telephone inviting you for an interview.  It is not our policy to acknowledge applications or to contact candidates if they have not been shortlisted.  No discourtesy is meant by this.  You will appreciate that our resources are channelled into student care as much as possible.

· SALARY AND CONDITIONS - The contract is as advised by the Sixth Form Colleges Employers’ Forum and agreed with Trade Unions.  Salary will be assessed, according to qualifications and experience, on the Sixth Form College Teachers’ Salary Spine and Support Staff Salary Spine.
PLEASE SEND COMPLETED APPLICATION FORMS TO:

The Personnel Department

Bolton Sixth Form College

Town Centre Campus
Deane Road

Bolton BL3 5BG
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