
 
 

 

Guidelines & FAQ’s for Applicants 
 
 
Thank you for deciding to apply for one (or more) of our posts - we recognise that you will put 
considerable time and commitment into applying for a post so we have tried to make things easier by 
anticipating the things which can annoy when applying on-line. 
 
Most people at this point want to dive in and complete the live form - but ………….. 
 
 
 
THESE FAQs WILL SAVE YOU TIME! 

1. What is the application form like?   Below there is a series of screen prints showing what each page 
of the live Application Form looks like along with hints to help you complete it - please have a glance 
through so there are no surprises once you start. 
 

2. Do I have to complete the form all in one go?   No. The live Application Form will time-out 120 
minutes after log in - or you may simply decide to go for a break.  Any completed pages (i.e. where you 
have moved on to the next page) will be saved but any incomplete pages will be lost.  If this happens 
you will need to log back in and continue with the application.  Your own PC may have settings which 
will time-out earlier than this - please check these if you are concerned about ‘losing’ information. 
 

3. What happens if I make a mistake on the form?  Your input is saved automatically when you move 
from one page of the Form to the next.  If you make an error on a page and wish to edit it you have the 
opportunity to do this once you have reached the last summary page.  Once you have reached this last 
page you can navigate backwards and forwards through the document using Previous, Next and Edit. 
 

4. I’m a slow typist - what if I get part-way through a page and I’m timed-out?   If possible prepare 
larger amounts of information like your Experience Summary beforehand then copy and paste it into 
the live Form when needed. This saves you time once you are in the live Form and means you have a 
backup if problems arise. 

  



 
 
 
CHECKLIST - You will need the following information to complete the live form 

ASSEMBLE THIS KEY INFORMATION BEFOREHAND - YOU WILL NEED IT 
  
Personal Details:  
Home, work and mobile phone numbers  
Any dates you would be unable to attend an interview  
  
Education and Personal Development:  
The School/College/University you attended, the courses, levels and grades achieved (no dates are 
necessary) 

 

Any relevant Training Courses you have attended  
Any membership of Professional Associations   
Any publications or research you may have undertaken  
  
If you are applying for a Teaching or Assessing post the following information is also required:  
IFL registration number (if you have one)  
Teaching qualifications achieved  
Teaching qualifications being studied for with expected date of achievement  
Teaching Experience summary indicating level and/or responsibility points - this is additional to the 
Experience section above and is the opportunity to list your experience with different employers.  We 
recommend that you prepare this summary in a Word document beforehand then paste it into the 
application form when you are satisfied with it.  There is a maximum of 700 characters (not words). 

 

Date you started your Teaching career  
Qualifications to teach Basic/Key Skills  
Qualifications to teach Students with Learning Difficulties & Disabilities (SLDD)  
Assessor/Verifier qualifications  
Assessor/Verifier qualifications being studied for with expected date of achievement  
  
Work History:  
Your current and previous employers, dates of employment and brief description of your duties  
  
Experience:  
This is where you indicate your suitability for the post, referring to the Job Description/Person 
Specification and the relevant Competency booklet (indicated on the Person Specification) which you 
will already have downloaded.  There is a maximum of 9000 CHARACTERS allowed.  You can type it 
in directly and there is a count facility on the form.  However, as many people like to spend a long time 
preparing and revising this section, we recommend that you prepare this in a Word document 
beforehand then paste it into the application form when you are satisfied with it. 

 

  
References:  
Two Referees – the first should be your current or last employer: name, job title, capacity in which they 
know you, phone number (if known) and address.  If you have not worked then the name of a tutor and 
the education establishment.  (We cannot accept details of friends or family for references.) 

 

  
Equal Opportunities:  
If you are disabled - details of any special arrangements you would like us to make if you are invited for 
interview 

 

ISA (Independent Safeguarding Authority) registration number (if you have one)  
Pending prosecutions or previous convictions - approximate date, offence, court or police force which 
dealt with it, spent or unspent 

 

  



This is what the on-line Application Form looks like – you can use it to help prepare your application 
before going into the live form. 

 

1. Personal Details 

 

 
2. Education 

 

  

Education 
 
Please state the level and 
grade for each of your 
qualifications. 
 
 
 
 
 
 
Input details here and press 
the ‘Add’ button for each 
qualification. 
 
 
If you make a mistake click on 
the ‘Remove’ x then enter the 
correct details. 
 
 
When all qualifications are 
added and you are ready to 
continue to the next page 
press ’Next’. 

Personal Details 
 
* Denotes mandatory fields 
throughout the form. 
 
Interview dates are normally 
given in the advertisement 
and job description for the 
post.  If we haven’t given a 
date in advance, please 
provide details of any dates or 
times that you won’t be able 
to make and we’ll try to 
accommodate your request.  
However, please note that if a 
date has already been given, 
it is unlikely that we’ll be able 
to change it. 



3. Personal Development 

 

 
4. Teaching/Assessing information 

 

Personal Development 
 
This area is for any additional 
courses or information which is 
relevant to the post. 

Teaching/Assessing/ 
Verifying 
 
The Institute of Learning is 
the professional body for 
teachers, trainers, tutors and 
student teachers in the 
Learning and Skills sector.  
From March 2008 it requires 
all teaching staff to be 
registered as a member.  If 
you have an IFL number 
please enter it here.  For 
further information go to 
www.ifl.ac.uk. 



 

 
5. Work History 

 

  

Work History 
 
Please give details of your 
present/most recent role first 
and also in date order any jobs 
that you‘ve held within the last 
5 years, including any part-
time and voluntary work. 
Remember to relate this 
information to the duties of the 
post you’re applying for.   
Current employment If you are 
currently in employment enter 
the ‘To’ date as today and 
write ‘Ongoing’ in the Reasons 
for Leaving box, along with 
your reasons for wishing to 
leave.   



6. Experience 

 

 
 
 
 
 
 
 

7. References 

 

  

Experience 
 
This is your opportunity to tell 
us why you are suitable for 
the job.  You’ll need to look at 
the job description/person 
specification and give us 
examples of how your 
knowledge, skills and 
qualifications match what 
we’re looking for.  You’ll also 
find it useful to look in the 
Competency Dictionary which 
describes what we are looking 
for at the different levels.  In 
this section give us some 
specific examples of where 
and when you have 
demonstrated effective 
performance in each 
competency.   
This area is limited to 9,000 
characters and will count them 
for you.  We recommend you 
prepare this as a word 
processing document first 
then copy and paste to this 
section. 

References 

Please provide details of two 
referees who can confirm your 
suitability for this post.  These 
should be from your current 
and previous employers.  If 
this isn’t possible, list 
someone else who is qualified 
to comment on your 
performance at work or in full 
time education.  Referees 
shouldn‘t be friends or family.  
Remember to tick the 
appropriate box indicating 
whether you consent to 
references being taken up 
prior to an offer of employment 
being made. 



8.  Equal Opportunities 

 

 

  

Equal Opportunities 
Every applicant is assigned a 
unique candidate number 
which stays with you 
throughout the recruitment 
process.  This ensures that 
your personal details remain 
confidential and prevents you 
from being discriminated 
against on grounds of age, 
sex, sexual orientation, 
ethnicity or religious belief.   
The information contained on 
this Equal Opportunities page 
will be retained by Human 
Resources and won’t be 
disclosed to the recruiting 
panel during the recruitment 
process.   
The Disability Discrimination 
Act (DDA) defines a disabled 
person as someone who has 
a physical or mental 
impairment that has a 
substantial and long-term 
adverse effect on his or her 
ability to carry out normal day-
to-day activities.   
If you are covered by the 
DDA, please let us know if 
you there are any 
arrangements that you’d like 
us to make should you be 
short listed for interview.  
E.g. you may require a 
hearing loop, access to a 
lift, or a disabled parking 
space reserved for you.   
Examples of conditions 
covered include physical 
disabilities that affect 
movement and the senses 
such as sight and hearing, 
medically recognised mental 
illnesses and mental 
impairments such as learning 
disabilities, severe 
disfigurements such as scars, 
birthmarks and skin diseases, 
and progressive conditions 
where disability is likely to 
become more substantial over 
time - things like cancer, HIV, 
multiple sclerosis and 
muscular dystrophy. 



9. Summary and Declaration 

 

 

Summary & Declaration 
 
Once you reach this page you 
can move around the 
document to make any 
corrections by using ‘Edit’, 
then ‘Previous’ and ‘Next’. 
 
If you wish to retain a copy of 
your application for your own 
records you can print the 
summary whilst it is on screen 
by selecting the 'Print' option. 



 

 
 
 
 
 
 

Future Applications 

This box offers you the 
chance to save most of your 
details in case you wish to 
make applications for other 
posts in the future – the 
software will save information 
that would be common to any 
post.  You will be able to edit it 
as required.  This is a handy 
bonus! 

When you next apply for a job 
the system will use your email 
address and password to 
recall your data.  

CAUTION Pressing this button submits your application - Once you 
have submitted your application you will receive an automatic email 
confirmation of its receipt. 

Good luck with your application 

Double check that all data is 
correct on all these Summary 
sections before you click on 
‘I Agree’ to submit your 
Application. 

Print Application 

This box offers you the chance 
to either print or copy/paste a 
copy of the summary of your 
application. 


