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Cauldwell Street

Bedford, MK42 9AH
Telephone:  01234 291008, Fax:  01234 342 674
email:  recruitment@bedford.ac.uk


RECRUITMENT – FREQUENTLY ASKED QUESTIONS
These FAQs have been developed to provide information to all applicants to the College.  We hope that you will find them helpful and we would welcome your feedback, particularly if we have omitted to include something which you would have found useful.

Who can I contact if I have any queries?
If your query is not covered by these FAQs, please contact Cynthia Christian in Human Resources on 01234 291008.  Cynthia is your first point of contact for all recruitment issues.
About the College
Where is Bedford College?
The main College site is in Cauldwell Street and is a pleasant, riverside campus, less than five minutes walk from Bedford town centre and close to the rail and bus stations.
We have a number of smaller specialist sites including

· a town-centre IT skills centre and a community learning centre (Enterprise House) within Bedford

· modern, well equipped Plumbing and Motor Vehicle Training Centres in Kempston

· IT skills centres in Rushden and Luton.
How many people are employed by the College?
In January 2008 we employed around 500 core staff and 100 associates.
How many students are there at the College?
Across all of our sites, including full and part-time learners, there are literally thousands of people enrolled on our courses. 

How do I get to the College?
Bedford has excellent transport links, being close to both the M1 and the A1 and having a main line railway station, served by Midland Mainline and First Capital Connect with connections to London, Luton, Leicester, Nottingham and beyond.
There is an international airport in Luton with a direct rail link to Bedford.

Where is the Human Resources office?
Human Resources is located at Cauldwell Street.  
Your application
How do I apply?
For the vacancy you are interested in you have an application form, equal opportunities monitoring form, person specification and job description.  You should complete the application form and the equal opportunities monitoring form and ensure that we receive them on or before the closing date.   To ensure that there is no delay in receiving your application form, please ensure you affix the correct postage or e-mail your form to recruitment@bedford.ac.uk.
Will Bedford College accept my CV instead of the application form?
We would prefer to receive your application on our application form as this assists us in the shortlisting process and ensures that all applicants have an similar opportunity to present their skills, experience and qualifications to us.
What should I include on my application form?
You should include any information you think is necessary to show us that you meet the requirements of the person specification and that you are able, or have the potential, to carry out the duties described in the job description.  Where we have used the term ‘or equivalent’ on the person specification please include details of qualifications/training and/or knowledge/experience which you believe will meet our stated requirements.
What happens to my application once it has been received by Bedford College?
Following the closing date for applications, the line manager responsible for the vacancy, advised by Human Resources, will shortlist the applicants.

What happens to my equal opportunities monitoring form once it has been received by Bedford College?
The details you provide on this form are confidential and will not be considered in any way during the selection process, unless you describe yourself as disabled in accordance with the Disability Discrimination Act 1995 (see section relating to Selection Process below).  If you are appointed the details are kept as part of your personal record.
Will my application be acknowledged?
We will not normally confirm that your application form has been received.  We will write to you following the shortlisting process to confirm whether or not you have been shortlisted to take part in the selection process.
Selection Process
How are shortlisting decisions made?
All applications are considered based on the match to the essential and desirable criteria set out on the person specification.  It is essential, therefore, that when you complete your application you pay close attention to the criteria contained within the person specification and ensure that you have demonstrated how you meet these criteria.

In accordance with the Disability Discrimination Act 1995, if you describe yourself as disabled, requests for reasonable adjustments will be considered in the application and selection process.  In compliance with our commitment as a "Positive about Disabled People" symbol use, if you describe yourself as disabled in accordance with the Disability Discrimination Act 1995, you will be shortlisted if you meet the minimum essential criteria as set out on the person specification.

How long does the shortlisting process take?
Generally speaking, we aim to complete the shortlisting process within a maximum of two weeks from the closing date for applications.

How will I know if my application has been selected for the next stage in the process?
Following the completion of shortlisting stage, we will write to all applicants to advise them whether or not they have been selected for the next stage.
What should I expect if I am invited to take part in the next stage of the selection process?
Typically, we will invite you by letter to attend one or more interviews with appropriate members of staff.  We may also ask you to undertake practical assessment exercises relevant to the vacancy in question.  Your letter inviting you to interview will set out what you will be asked to do and the names of the people you will see.  You will be interviewed individually and will not be expected to take part in group interviews or activities unless these have been notified to you in advance as part of the selection process.
Your Interview

Where will I go for my interview?
Interviews are usually held at Cauldwell Street. If interviews are held at another site this will be clearly stated in the letter inviting you to interview.
Can I park my car at Cauldwell Street?
Parking at Cauldwell Street is limited due to our location.  There are student and staff car parks on site.  But due to the limitations of the site, we cannot guarantee that space will be available if you are attending an interview.  However, there are many public car parks within Bedford, the closest being Melbourne Street, less than five minutes walk from the College.

Is there anywhere to buy refreshments at the College?
At Cauldwell Street we have a refectory open from early morning through to early evening during term time and until mid afternoon during holiday periods.  The refectory sells a range of hot and cold food, sandwiches, snack items and a variety of hot and cold drinks.  There are also vending machines located in the refectory stocked with confectionery and drinks.
During term time the Skyline Restaurant at Cauldwell Street serves lunch in a more formal setting.

Can I claim expenses for taking part in the selection process?
In most cases, we do not reimburse any expenses.

In exceptional circumstances and at the discretion of the Director of Organisation Development, we may consider contributing to any travel or accommodation expenses you incur.  If you wish to discuss this in more detail, please contact 
Cynthia Christian before you make your arrangements to travel to attend your interview.
Please note that we will be unable to consider your application for a contribution towards your travel expenses if it is made after you have attended your interview.
How long will my interview take?
Your letter inviting you to take part in the selection process will include a specific interview time.  Interviews usually take up to an hour. If you have been asked to complete a practical assessment, this could take up to a further 45 minutes.  Occasionally you will be expected to remain at the College for longer periods but this will usually be confirmed in the letter inviting you to attend the interview.  You will not usually be expected to spend all day at the College.  
If I am successful, how and when will I know?
Generally, you will receive a letter from us to let you know the outcome of each interview or assessment stage within a week.

If I am successful, will I be offered a relocation package?
In most cases, we do not offer any assistance with relocation expenses.

For some nationally advertised jobs, depending on the job to be offered and the likely duration and difficulty of the normal daily communing journey, the College may offer limited relocation assistance at the discretion of the Director of Organisation Development.
When will the College take up my references?
We will not approach your referees until you have accepted an offer of employment.

Working for the College
If I am offered a job….
… will I need to complete CRB checks/Disclosure?
All teaching jobs and some other jobs within the College are offered subject to CRB Disclosure at the Enhanced level.  If you are offered a job which requires Disclosure we will write to you to explain what you need to do.
… how much holiday will I be entitled to?
If you are offered a job within a support function, eg Student Services, Finance, Administration, or as a trainer, assessor or instructor, you will be entitled to 27 days holiday each year (pro rata for part time staff) plus up to three days between Christmas and New Year.
If you are offered a job as a lecturer, senior trainer, assistant director or senior manager you will be entitled to 35 days holiday each year (pro rata for part time staff) plus up to an additional three days between Christmas and New Year.
… what sort of pension scheme does the College offer?
At present, the College offers all its staff access to a final salary pension scheme:

· the Local Government Pension Scheme for support staff, managers of support functions, trainers, assessors and instructors

· Teachers’ Pensions for lecturers, senior trainers and teaching managers.

… will I have a probation period?
When you start a new job at the College you will have a probation period to ensure that you make an effective start in your new job.   Depending on your job, your probation period will either be for six or nine months and this will be specified in your contract.
… will the College provide me with any training and development?
The College provides a wide variety of opportunities to develop job related skills and knowledge, including the opportunity to work towards appropriate qualifications.
If you wish to pursue non-work related course in your own time, employees are eligible for the staff discount scheme and can take any of the College’s LSC Funded courses for 20% of the advertised fee (you pay any registration or exam fees)

BEDFORD COLLEGE SERVICES LTD (BCS Ltd)
BCS Ltd is a subsidiary of Bedford College providing

· Wedding banqueting

· Courses and conferences

· Outdoor events

Based at The Mansion House, Old Warden Park, Old Warden in Bedfordshire.

Our mission is to provide in the most successful and respected country house venue in the area unique and with a commitment to environmental sustainability.

BCS Ltd is committed to recruiting and training the best people to deliver our business in line with our values of 

· excellence - service standards and quality

· experiences - exceeding expectation

· environment - suitability business practices

and has a commitment to developing and training employees to support our continuous improvement.

As part of our commitment to the community, we offer training opportunities to young people and students and our BCS Ltd employees have a CRB check at enhanced level as a condition of employment.

Our working week is 40 hours / 1824 hours annualised and we offer

Free uniform

25 days holiday plus public holidays pro rata

Contributory personal pension scheme

Childcare vouchers

Training and development

Performance related pay
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