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MORAY COLLEGE

Information for Employment Applicants

Completion of the Application Form
The application form must be completed, either in type or in neat handwriting, using black ink, as the form will be photocopied by the College.  All applicants must complete the form as fully as possible.  CVs will not be considered.
Completed forms should be returned to Moray College to arrive no later than the closing date and time specified in the advertisement.  Any applications arriving after the specified closing date will not be considered.  It is your responsibility to ensure correct postage when returning applications.

If you have any queries, please telephone (01343) 576230.

Acknowledgement of Forms
The College receives a large volume of applications for its advertised posts.  It is, therefore, not possible to acknowledge receipt of applications unless you enter your name and address on the enclosed postcard, put a stamp on it, and return it with your completed application form.  The card will be dated and posted back to you as acknowledgement of your application.  Any postcard sent to Moray College without a stamp will not be acknowledged.

All applicants will be informed by letter regarding the outcome of their application at the earliest opportunity.

Eligibility to work

The Immigration, Asylum and Nationality Act 2006, makes it a criminal offence for an employer to employ those who do not have permission to live and work in the UK.  Therefore, you will be asked to provide evidence at interview of your eligibility to work in the UK.  Should you be called to interview you will be provided with a list of suitable evidence.

Proof of Qualifications
The College will require documentary proof of your qualifications prior to confirming an appointment to a post.  If you are invited to an interview please bring your original certificates with you, please do not send them in with your application form.

Please note any appointments made to permanent teaching positions are made subject to the provision that a recognised teaching qualification will be attained within 3 years of appointment, if you do not already hold a recognised teaching qualification.
References
It is the College's policy to take up references prior to interview. You must quote the name and address of your current or most recent employer as one of your referees.  If you do not wish references to be taken up prior to interview, please tick the relevant box on the form.  However, no offer of employment can be finalised until references are received.

Pension Arrangements
Teaching staff have the option of joining the Scottish Teachers' Superannuation Scheme as administered by the Scottish Public Pensions Agency, subject to eligibility under the terms of the scheme.

Support and training staff, subject to eligibility under the terms of the Scheme, have the option of joining the Local Government Pension Scheme as administered by Aberdeen City Council Superannuation Fund.

Eligible staff will automatically be entered into the appropriate pension scheme unless you opt out.

Disclosure Scotland
Employment with Moray College is subject to receipt of an Enhanced Disclosure Scotland check.
The Disclosure Scheme, as provided for under Part V of The Police Act 1997, is designed to assist employers in the making of safer appointment decisions when recruiting and employing staff.  Therefore, it is important to note that staff are unable to commence employment before a Satisfactory Disclosure check is received.
The information received from a criminal records check allows the College to determine whether the past behaviour of an individual would suggest that s/he is unsuitable for employment in a particular post.  The College will not, however, discriminate unfairly against any individual on the basis of any conviction or other details received from Disclosure Scotland.
(Having a criminal record does not it itself debar someone from employment.  Joining the College would depend on the circumstances and background to any offence.)  
The College requires all staff to undergo a Disclosure check every 3 years.

Rehabilitation of Offenders Act Monitoring
All posts at the College are exempted employment within the terms of the Rehabilitation of Offenders Act (Exclusions and Exemptions) (Scotland) Order 2003.  Candidates are required to complete the relevant section on the application form.  If you are appointed to a post and you have failed to disclose any conviction to the College, you may be subject to disciplinary action, which could lead to summary dismissal where appropriate.

Anti Discrimination Practice Statement

All students, staff and visitors have a right not to be treated less favourably than others because of any factor which may form the basis of discrimination, and specifically their race, colour, ethnic or national origins, religion or belief, gender, marital status, responsibilities for dependants, sexual orientation, age, disabilities, appearance, accents or offending background.  All staff, students and visitors have a duty to ensure that no person is discriminated against.

However, the Protection of Vulnerable Groups (Scotland) 2007 Act states that people, who have demonstrated through past behaviour that they pose an unacceptable risk, should not gain access to children or protected adults through the workplace or through volunteering.  The PVG Act introduces a new electronic record system that will be continuously updated.  It is an offence to permit a person who is barred from working or volunteering with vulnerable groups to undertake such work.
Equal Opportunities

In order to monitor the applications of this policy, all applicants are required to complete the Equality and Diversity section of the application form.  The tear off form will not be used by those involved in the selection process and will be used for statistical purposes only.

Data Protection
Moray College will process all personal information supplied by you in application or during the course of your employment in accordance with the Data Protection Act 1998.  The College is required to make statutory returns to the Scottish Funding Council which may include returns to a third party (i.e. UHI Millennium Institute).  By signing agreement to your contract you agree to Moray College passing information to such parties to aid compliance with statutory returns.
Accommodation
Please contact the Human Resources Section if you require accommodation when invited for interview.  (Please note that any accommodation not arranged by the Human Resources Section will not be reimbursed by Moray College).
Interview Expenses

Reasonable expenses incurred by candidates in travelling between their normal place of residence and an interview will be reimbursed.  Allowable expenses may not exceed the cost of the journey by bus or second class rail.  Expenses will only be paid on the production of relevant receipts with the completed Interview Expenses Form.  (Please request an Interview Expenses Form if required when confirming your attendance to your interview).

The cost of lunch and an evening meal may also be reimbursed where appropriate.  The cost of alcoholic drinks will not be reimbursed.
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