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Guidance Notes for Applicants  
 
BHASVIC is committed to safeguarding and promoting the welfare of children and young people and expects all staff 
and volunteers to share this commitment. Our vetting procedures for prospective employees are in line with the 
guidelines provided by the Department for Children Schools and Families. Further information can be found on 
www.education.gov.uk/childrenandyoungpeople/safeguardingchildren   

Completing the application form 

The application form is an essential part of BHASVIC’s recruitment process. The information you are asked to provide 
is used, together with your statement, to decide whether or not you are shortlisted for interview. It is also used during 
the interview itself.  
 
The job description outlines the main duties of the post and the person specification sets out the essential and 
desirable criteria for the post. Please read both of them carefully before completing the application form. CVs 
submitted alone without a completed application form and statement do not meet our requirements and will not be 
considered. 
 
In summary:  

 fill in all the sections of the form as fully as possible  

 read the job description and person specification carefully  

 keep a copy of your application form and statement for your own records  

 do not send a CV   
 
1. Personal Details  

 Your date of birth is required in order to validate your identity in accordance with the guidance on Safer 
Recruitment in Education.  

 BHASVIC will require you to have a permanent National Insurance number if you are successful at interview. 
Please go to www.gov.uk/national-insurance-number for further information. 

 Authorisation to Work in the UK (Immigration, Asylum and Nationality Act 2006).  In order for the College to 
comply with the Immigration, Asylum & Nationality Act 2006, you will be asked to confirm on the application form 
that you are able to supply evidence of your eligibility to live and work in the UK. This could be a passport showing 
that you are a British Citizen, a resident permit issued by the Border and Immigration Agency as a national from a 
European Economic Area country (or Switzerland), or a permanent National Insurance number with supporting 
documentation (i.e. a full birth certificate). If you are invited to interview you will be required to bring this evidence 
with you. Please go to www.ukba.homeoffice.gov.uk  for further information.  

 
2. Present or most recent employment  

 It is important that we have full details of your present or most recent employment including a description of the 
responsibilities of the job. Any gaps in your employment (other than to study or do voluntary work which are 
covered elsewhere on the form) must be explained and details given. 

 
3. Previous employment history 

 Please include all jobs whether full time, part time, temporary or any periods of self-employment.  

 Employment dates should be continuous. Once again if you have had any gaps in employment then these must be 
explained and details given; e.g. career break, caring for children, unemployment, etc.  

 
4. Other experience (paid or voluntary) 

 If you have had other experience then it is important that you provide details including dates.  
 
5. Secondary, Further and Higher Education 

 This section provides information about your qualifications. It is particularly important if there are qualifications 
which are part of the essential criteria for the job. Qualifications will only be taken into account if they are strictly 
required for the job.  

 If you have gained qualifications overseas which you feel are relevant, please give us the details and we will check 
(if we need to) whether or not they are valid.  

 If you are invited for interview you will be asked to produce proof of any relevant qualification(s) e.g. your 
certificate(s).  
 

6. Continuing Professional Development 

 This section provides information about any learning or development activities you have undertaken in the last 3 
years. 
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7. Membership of Professional Institutions 

 If you are invited to interview you will also be asked to produce proof of membership of a professional body, if it is 
a requirement of the post.  
 

8. References  

 You must give details of TWO referees who can give us an assessment of your suitability for the post. Personal 
references are not acceptable.  

 If currently employed, one of your referees must be your current employer.  

 If currently unemployed, one of your referees must be your most recent employer.  

 If you are at school, college or university or have recently left, please give the name of your 
teacher/lecturer/course tutor.  

 If you already work for BHASVIC or have previously worked for us we will automatically seek internal references.  

 References are normally taken up before interview (unless you specify on the application form that you do not 
wish your referees to be approached prior to interview). Please note that all job offers are subject to the receipt of 
two references which are satisfactory to the College.  

 
9. Disclosure of Criminal Convictions  

 If you are invited for interview you will be required to provide us with proof of your identity e.g. passport or driving 
licence (with photo).  

 If appointed, a criminal record check will be carried out via the Disclosure and Barring Service (DBS). An offer of 
employment will not be confirmed unless this check is satisfactory to the College. For further information please 
visit their website https://www.gov.uk/government/organisations/disclosure-and-barring-service  

 There are certain criminal convictions which will never be filtered from a criminal record check. A list of these can 
be found at www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-
record-check  

 
10. Declaration of Interest  

 We ask this question to ensure that friends, relatives and partners of candidates are not involved in the selection 
process. 

 Canvassing of Governors or a member of staff in relation to this appointment will disqualify your application.  
 

11. Data Protection 
The College is fully compliant with current Data Protection regulation and our Data Protection Policy (and other 
related policies) are all available on our website. If you are appointed you will be issued with a privacy notice for 
staff which details the data we will hold about you, how we store it and what we do with it. If you are unsuccessful 
we will keep your personal data for 6 months after the interview date and then we will securely dispose of it. Full 
details of our data retention periods are also on our website in our Data Retention policy. If you require any further 
information, or wish us to delete your data sooner then please contact our Data Protection officer on 01273 
552200 or dpo@bhasvic.ac.uk 
 

12. Declaration  

 We ask you to confirm that the information you have provided is accurate. 

 We ask you to permit the College to carry out a DBS check.  

 We ask you to permit the use of the personal data you have provided for purposes related your employment. 

Please note that all job offers are subject to the following: 

 Satisfactory health clearance 

 Two satisfactory references, one must be your current or most recent employer 

 A DBS disclosure 

 Evidence of authorisation to work in the UK 
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