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Recruitment Policy

Safer Recruitment

The College is dedicated to safeguarding and promoting the welfare of all learners and expects all staff to share in this commitment. 

Employment at the College is subject to an Enhanced DBS Check via the Disclosure and Barring Service and any post involving regulated activity will also be subject to an additional barred list check.

The College complies with the requirements of Keeping Children Safe in Education 2022 Keeping children safe in education 2022 (publishing.service.gov.uk) and the St Helens Safeguarding Partnership by carrying out the required checks and verifying the applicant’s identity, qualifications, and work history. 

The College maintains a single central record of recruitment checks undertaken. All recruiting managers complete appropriate training in safer recruitment and there will always be at least one person involved in every recruitment process who has undertaken specific training.

All staff and volunteers have an enhanced DBS check prior to taking up their role. A minimum of two validated references are always required.

St. Helens College aims to be an employer of choice. 

Our values of ambition, excellence, collaboration, innovation, respect, trust, care, define who we are as a College. They help us to engage with our students, stakeholders and each other and help drive us to becoming an employer of choice.
We welcome applications from skilled and suitably qualified people who will help to reflect the diverse communities, which the St Helens College serves.

Our aim is to recruit the person who is most suited to the job. We will recruit solely on the basis of the applicant's abilities and individual merit as measured against the requirements for the job. Qualifications, experience and skills will be assessed at the level that is relevant to the job. 

We will treat all applications in confidence. All staff involved in the recruitment process will receive appropriate training on how to adhere to the College’s recruitment process in a fair and rigorous way, particularly those who are involved in decision-making at shortlisting and interview stages. 

We will apply our equal opportunities policy at all stages of recruitment and selection. Advertising in appropriate media will attract applicants from diverse communities. Shortlisting, interviewing and selection will be carried out without regard to age, disability, gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.
The College has disability confidence accreditation and status. All applicants who state that they have a disability and who meet the essential requirements of the job (set out in the job description and person specification) will be guaranteed an interview. Reasonable adjustments to the recruitment process will be made to ensure that no applicant is disadvantaged because of disability eg Audio visual aids, translation, access arrangements.

A record of every recruitment interview will be made and retained by HR for a suitable period of time. 

Tasks to assess particular skills or psychometric testing may be used as part of the recruitment process after agreement with HR. Any test used will have been validated in relation to the job, be free of bias, and be administered and validated by a suitably trained person.

Any offer of employment will be subject to the following checks being satisfactory to the College: references, criminal records and cautions, right to work in the UK. 

We will provide constructive feedback to unsuccessful candidates on request.

We will investigate and respond to any complaints about the recruitment and selection process.

We will collect data about ethnicity in confidence in order to help the College monitor

and meet its targets in relation to equal opportunities and diversity of its workforce.

GUIDANCE NOTES FOR JOB APPLICANTS
St Helens College is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of age, disability, gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.
The following notes are intended to help all job applicants seeking employment at St Helens College, and forms part of our commitment to Equal Opportunities. These notes and details about the College are also available on the College website www.sthelens.ac.uk
To be considered for employment you must complete the online application form.  This should be sent to vacancies@sthelens.ac.uk/aoprey@sthelens.ac.uk If you require additional support in completing the application form, please contact Human Resources Team, on 01744 62 3845.  Only application forms completed online by the closing date specified by the College will be considered for shortlisting.

Please read all the guidance notes before completing the application form.  You are strongly advised to read ‘Supporting Information’ as this is a very important part of your application. 

JOB AND PERSONAL DETAILS
All job applicants are considered on a fair, unbiased and lawful basis, irrespective of age, disability, gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation. Your personal details, e.g., name and address, are not given to the selection panel. Your application form is given a Unique Identification number to preserve your anonymity. 

PRESENT OR LAST EMPLOYMENT

Include details of your present or most recent work, whether paid or undertaken on a voluntary basis.  Please ensure you indicate the number of hours you worked per week and the number of weeks you worked in a year; for example you may have worked seasonally.  

If you are applying for a lecturing position it is essential we know all the details of any previous part- time/hourly lecturing work undertaken.  If you are appointed you will be asked to provide written evidence of this work for salary assessment purposes.
If you would like the College to consider job share or other flexible working for the job, you will have an opportunity to discuss your request if you are invited to interview. The College will explore possible arrangements with you, consider your request and a decision will be made based on the service needs.
PREVIOUS EMPLOYMENT/ WORK EXPERIENCE
Start with the most recent first and work backwards and include any relevant paid or unpaid work experience. Please specify the reasons for leaving and for any gaps between employment or work experience. Details of your continuous employment/work experience 
will help us to meet our safeguarding responsibilities (please refer to Keeping children safe in education 2022 (publishing.service.gov.uk) ).  Please contact the Human Resources Team if you have any questions or concerns regarding providing this information.

EDUCATION AND TRAINING
Please give details of formal qualifications obtained and education from Secondary school onwards.  If you cannot remember all your grades put Pass, Fail, Referred or Unfinished, as appropriate.

If you started a course or programme and did not finish, record it and state the reasons for non-completion.  If there is not enough room in the space please continue on another sheet of paper.  Remember to give details of relevant in-house/in-company courses or other courses you may have attended.

EXPERIENCE/RELEVANT SKILLS - SUPPORTING INFORMATION

This is the most important section. It is your opportunity to convince us that you have the skills for the job that we have asked for – no matter where you have gained them.  
Please complete this section of the application to inform the panel how the experience and skills you possess meet each of the points on the person specification.  Where possible please give examples.  Please include details of any relevant unpaid/voluntary work. We recognise the value of life experience.  Please be aware that if you cannot fully evidence/provide information to support your application on how you meet all points on the person specification then your application may not progress to shortlisting.
Please note there is a limit of 6,000 characters in this box.  You should use this section to describe your experience and how it matches the requirements on the person specification.  Remember, you may have gained this from your previous jobs or experience from voluntary work, from your knowledge of the local community, or from interests in your social life.

Ensure you know what sort of person we are looking for by reading the job description, person specification, additional details and the advertisement. 

Make sure this section is clear and gives examples of what you have done. These should address the essential criteria for the job, as outlined on the person specification provided. For example, start your sentences as follows:-

I was responsible for ..........

I have had experience of ..........

I helped organise ...........

I achieved success in  ............

I was part of a team of people responsible for ..........

DISABILITY

The College has disability confidence accreditation and status. All applicants who state that they have a disability and who meet the essential requirements of the job (set out in the person specification and job description) will be guaranteed an interview. Reasonable adjustments will be made to the recruitment process to ensure that no applicant is disadvantaged because of disability eg audio visual aids, translation, access arrangements.  
REFERENCES

Reference requests are a pre-employment check for all new starts that join the organisation.  The referees should be people who know you and are able to comment upon your suitability for the job.  Please do not give the name of a friend unless they can comment on your suitability in a work situation.

One referee must be your present or most recent employer. If you have not been employed before please provide the name and address of your Year/Personal Tutor or College/University Principal. If you wish you may include a referee from voluntary work where you have gained relevant experience for the job eg during a period of unemployment, re-training or returning to work.

CRIMINAL CONVICTIONS AND CAUTIONS

If you are shortlisted for interview, you will be sent a self-declaration form to complete and return, prior to the interview date. Only the self-declaration form for the successful candidate will be viewed and used as a pre-employment checklist. All other self-declaration forms received from unsuccessful candidates will be destroyed.  You will be asked to provide brief details of any cautions or convictions that you may have disclosed on your application form.   If you are successful in gaining the role you will be required to complete a Disclosure and Barring Service (DBS) application. If a satisfactory DBS certificate is received, we will be able to confirm a start date with the successful candidate.
As College posts involve access to young people under the age of 18 and vulnerable adults, you need to declare any criminal cautions and convictions you may have, including those which might be deemed ‘spent’ under the Rehabilitation of Offenders Act (including for example cautions from over 3 years ago). 

Having a criminal record will not necessarily prevent you from working at the College. We will consider the relevance and circumstances of any offences and, if necessary, discuss these with you before deciding whether they affect your suitability for the job. If you are 
unsure whether you should tell us about a caution or conviction you are advised to contact the Human Resources team for confidential advice on 01744 62 3845.  

If you do not disclose information that is directly relevant to the job, the College will be entitled to withdraw a job offer or terminate your employment. 

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), St Helens College and Knowsley Community College complies fully with the code of practice and undertakes to treat all applicants for positions fairly.
WORKING IN THE UK

The Asylum, Immigration and Nationality Act 2006 requires the College to make basic document checks on every person they intend to employ.  Further details of the required documents will be provided should an offer of employment be made. We will follow the guidance provided by the Home Office in terms of the Right to Work in the UK.

AVAILABILITY FOR INTERVIEW
If the interview date is not stated in the advert and you are unable to attend at a particular date, please ensure that the dates you are unavailable are clearly stated on either your application form or supporting documentation.  However, it should be noted that if the interview date is already stated, it may not be possible to arrange to interview you at another time and date.  
IF YOU HAVE ANY QUERIES, REQUIRE ANY FURTHER DETAILS OR WOULD VALUE FURTHER SUPPORT, PLEASE CONTACT HUMAN RESOURCES AT ST HELENS COLLEGE  ON  TEL: 01744 62 3845 or vacancies@sthelens.ac.uk/ aoprey@sthelens.ac.uk
For further information about St Helens College and Knowsley Community College please visit our College websites via Home (sthelens.ac.uk) and Knowsley Community College (knowsleycollege.ac.uk)
