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WORKING AT NIACE 

ADDITIONAL INFORMATION FOR CANDIDATES 

GUIDANCE ON NIACE’S APPLICATION PROCESS

In accordance with our Equal Opportunities Policy, we provide the following notes to all applicants to aid a fair selection process.

The following guidance is designed to assist you in completing your application. Should you require any assistance in this process please contact Human Resources on 0116 204 4207.

· In order to apply for a vacancy within NIACE all candidates must complete an application form and provide a covering letter.

· Decisions to shortlist for NIACE posts are based on the information provided by candidates on the application form and covering letter.

· Please ensure that you answer all questions clearly and as fully as possible. It is essential that you include all relevant experience that you have had. If you have never been in paid employment, or have taken a career break, think carefully about any experience you may have gained outside the workplace. This may include voluntary/community work, student placement, leisure activities and lifestyle commitments.

· You should draw on the information provided in the job description and person specification to explain how you meet the selection criteria for the post. Applications will only be progressed where candidates have demonstrated that they meet the essential criteria.

· Covering letter:

· The letter of application is key to NIACE’s shortlisting process. It should contain a brief career history and a description of your skills and attributes as they match the requirements of the post. Using examples of how you have used this experience in practice would be of benefit.

· A typed or word processed document is preferable.  However a handwritten document would be acceptable. In which case, please ensure handwriting is legible.

· Applications will not be considered without a covering letter.

· Application form – Personal Details

· Your application will be judged solely on merit irrespective of ethnic origin, race, colour, gender, disability, age, trade union activity, marital status, religious belief or sexual orientation. For the purposes of shortlisting the application form covering page will be removed. However, please complete these details clearly and accurately as they are used for contact purposes.

· Application form – References

· We normally require two references, only one of which should be your most recent employer. We may contact your referee’s prior to interview, unless instructed otherwise. References will be considered as part of the final selection process. Offers of employment are made subject to the receipt of satisfactory references.

· Equal Opportunities Monitoring

· Please complete the NIACE Equal Opportunities Monitoring form provided. This helps us to monitor that our recruitment strategy fulfils our equal opportunities policy. The form will not be used for shortlisting purposes and is purely for statistical purposes.

· Closing Date – please make sure that you send your application in plenty of time. Applications will be accepted via post, email or fax. If sending your application via post please ensure that you have sufficient postage. Applications received after 12:00 noon on the specified closing date cannot be considered.

· If you wish your application to be acknowledged, please enclose a small stamped addressed envelope or post-card.

· Please complete your application form and covering letter in black ink or type.

· CV’s will only be accepted if they accompany an application form and covering letter.
· If you have not heard from NIACE within 4 weeks of the advertised closing date, please assume that on this occasion your application has not been successful. If you are not successful in your application, NIACE would still welcome applications from you in the future.

· Unfortunately we cannot provide feedback to candidates who are unsuccessful at shortlisting stage.

· NIACE reserves the right to re-advertise or withdraw posts where deemed necessary.

If you require an application pack in an alternative format, please contact the HR Team on the number above. NIACE will also accept applications in Word format.  However please ensure that you supply all the information requested in the order that it appears on the application form.

If you believe your application has not been dealt with in a fair and non-discriminatory manner, you may contact the Senior HR Officer, 21 Demontfort Street, Leicester, LE1 7GE.

RECRUITMENT AND SELECTION POLICY

· NIACE is an equal opportunities employer and is committed to a policy of equality of opportunity and freedom from discrimination on the grounds of race, gender, age, sexuality, religious or political belief, marital status or disability.

· NIACE is committed to ensuring that our procedures are continuously reviewed in order to ensure that individuals are selected for interview and appointed to posts on their ability to do the job.

· All posts are advertised externally, internally or both as considered appropriate in recognition of NIACE’s obligation to appoint the person best qualified for the job.

· Details of any vacant posts will be notified to all staff.

· Any permanent member of NIACE staff with appropriate experience who applies for a post, and meets the person specification for the job, will be shortlisted for interview.

· NIACE normally advertises all posts, other than those for which it expects to attract only local applicants, in a range of appropriate national media and journals, including minority and specialist press.  All vacant posts are also advertised on NIACE’s web site. For vacancies in NIACE Dysgu Cymru in Cardiff, bi-lingual advertisements will be placed.

· When placing advertisements, every effort will be made to encourage applications from all sections of the community and society.

· An equal opportunities monitoring form will be sent with each job pack in order to monitor the effectiveness of our advertising in attracting a range of candidates.  The equal opportunities form is separated on receipt of applications and used for monitoring purposes only.  The front sheet of the NIACE application form, containing personal information, will also be separated before shortlisting to ensure fairness in selection.  NIACE is also an approved user of the Disability Symbol, and is a MINDFUL EMPLOYER.

· Before advertising, each vacant post will be assessed to ensure specific requirements in consultation with HR and managers, and will have a current job description and person specification.

· Shortlisting will be carried out, using the criteria for the post and job description and person specification, and also the candidate’s letter of application, which should clearly address these criteria.  Those candidates whose applications suggest they most closely match the requirements outlined will be shortlisted.  Feedback is not provided at shortlisting stage for unsuccessful candidates.
· References will be taken up prior to interview for candidates who are shortlisted, unless specifically instructed otherwise.  All references must be in writing.

· Panel interviews will be carried out, with information and decision making clearly recorded.  The interview and selection process will comprise a formal interview and completion of a set task(s).  Tasks will directly relate to the requirements of the post, and will aim to measure the skills and abilities listed in the person specification.  In designing a task, care will be taken to ensure that no person is excluded from performing the task satisfactorily because of a disability that has been disclosed to us at application.

· Guidance will be provided by HR at all stages of the process.

· To staff members involved in the recruitment process

· To candidates on how to apply for an advertised post

· NIACE is committed to the training of the HR Team to ensure compliance with the recommended best practice in relation to equal opportunities.

· Feedback on performance at interview will be provided to those unsuccessful candidates who request it.

DISABILITY SYMBOL USER

NIACE is committed to good employment practice and approved as a user of the Disability Symbol.  In using this symbol, it means we meet specific criteria laid down by the Department for Education and Skills (DfES) including,
“To interview all applicants with a disability who meet the criteria for the job vacancy and consider them on their abilities.”

NIACE is committed to good employment practice.

NIACE has signed up to the Charter for Employers who are positive about Mental Health. This is a tangible display of our commitment to improving the working lives of our staff, and provides a framework for the management of mental health issues in the workplace.


NIACE VALUES 

NIACE is the national, independent organisation for adult learning in England and Wales.  As a registered charity, NIACE both represents and advances the interests of adult learners and potential learners – especially those who have benefited least from education and training.  NIACE fulfils its explicit commitment to more and different learners according to the following core values.  

·    The celebration and promotion of active learning as a necessary condition for personal growth, social change and economic development 

·    Equality of opportunity for all learners and those working on their behalf 

·    Professional reliability based on integrity and respect, quality and accountability, openness, honesty and leadership 

·    Political independence within the voluntary sector

·    Democratic practice reflecting social justice and the opposition to discrimination and oppression 

·    International solidarity with those who share our commitment to adult learning in the wider world

·    Consideration for the environment and for sustainable development in policies and practice 

National Institute of Adult Continuing Education (England and Wales)                            
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