
 

FAQ’s 

How can I apply for a post? 

 

All applicants must complete a College Application Form and Equality & Diversity Form 

which we would prefer you to submit via e-mail to working@farnborough.ac.uk or by post 

to David Bennett, Human Resources Manager (details on the Application Form).  Please 

note that we are not able to accept CVs alone.  

 

If you wish to submit your CV, you may do so, but it must accompany the College 

Application Form plus the Equality & Diversity Form. Please note that all applications must 

be accompanied by a letter of application (no more than 1 side of A4) stating your 

suitability for the post. 

 

How will I know you have received my application? 

 

If you have applied via e-mail, you will receive a confirmation of receipt when you submit 

your application. Unfortunately, we are not able to acknowledge receipt of an application 

via post. However, we can confirm receipt of your application on request.   

 

I am experiencing problems in downloading the job descriptions and application 

forms from the website. What should I do? 

 

At different times of the year, for example when the College network is undergoing 

maintenance, we may experience some technical problems with our website. Whilst 

these occasions are rare, if this is the case please e-mail working@farnborough.ac.uk to 

request the information you require. 

 

I submitted a completed application form, however, I have not been notified 

concerning an interview date.  What should I do? 

 

Only shortlisted candidates will be contacted, so if you have not heard from us within 14 

days of the closing date, please assume that your application was unsuccessful on this 

occasion. Once an appointment has been made, you will be notified by letter that you 

have not been successful. 

 

If my application was unsuccessful can I re-apply for other vacancies? 

Yes - we encourage applicants to apply for any positions for which they are suitably 

qualified. You may not be successful the first time, but we have, over the years, appointed 

such applicants to different posts at a later date. 

 



I have just noticed an advert for a vacancy, however, the closing date has passed. 

Can I still apply?  

 

In most cases, if the closing date has passed we will not be able to accept further 

applications. Please contact HR at working@farnborough.ac.uk to clarify whether this is 

the case for the position you are interested in. 

 

Do you have any tips for completing the application form? 

 

With employment history start with the most recent, list all the employers you have 

worked for and provide details of the job title and the period you have worked for them. 

This information may be used to assess whether you meet the experience requirements 

of the post. Remember to list any breaks in employment giving reasons. 

Think about whether the job description is one you would be interested in and whether 

you think you have the skills and experience to apply for the vacancy. Ensure that you 

explain your motivations in applying for the role. In addition to your qualifications 

obtained at school, college or university remember to list all the informal and formal 

training courses you have attended as this information may help assess whether you 

have a relevant qualification or meet some other requirement. 

Your letter of application is the most important part of your application, as it is here that 

you have to make a case for your selection – so please make sure you send one and 

ensure there are no spelling mistakes. 

 

Who should I nominate as my references? 

 

You must give your present or most recent employer as one of your referees. If you are 

studying, please give your tutor as a referee. If you have not been employed, you may 

wish to give the name of someone who can comment on your ability to do the job e.g. 

someone who you have volunteered with. Under no circumstances should you provide 

the name of a relative or friend as a referee. 

 

What can I expect from the recruitment process? 

 

Teaching: All shortlisted candidates will be notified by e-mail or letter and will be given 

details of the next stage of the selection process together with an expenses claim form.  

Our standard recruitment processes involves you being at College for at least half a day, 

but often the whole day if there are more than 5 shortlisted candidates. On arrival, you 

will be given a programme for the day and will then have an initial meeting with the 

Principal before moving on to the specific curriculum area.  

The programme will consist of a group meeting with the Senior Curriculum 

Manager/Curriculum Manager, an observed teaching session (usually lasting 20 minutes 

with a small group of students), a tour of the College with students and an individual 

meeting with a member of the curriculum area. Lunch is usually provided for all 

interviewees.  

 

Candidates may be further shortlisted after the morning session and will then have a 

formal interview with the selection panel. You will normally be interviewed by a panel of 



three people including a senior manager of the College. Interviews last from half an hour 

to an hour. There will be ample opportunities for you to ask questions.  

 

Support: All applications will be acknowledged by letter and a date by which notification 

should be received if shortlisted, is stated in the letter.  The letter inviting you for interview 

includes a programme for the morning or afternoon which normally comprises of a 

meeting with Gordon Dodds, Deputy Principal Finance & Administration, a meeting and 

interview with the relevant Line Manager, skills tests and a tour of the College.    

 

This process normally takes 2 to 3 hours depending on the type of skills tests, but it will 

always include a mental arithmetic test.  All candidates will be notified personally by 

telephone of the outcome of their interview and a timescale for this will be given on the 

day.  

 

When will I know whether my interview has been successful? 

 

The candidates will be informed of the recruitment decision as soon as possible after the 

formal interview process. The selection panel will inform the candidates of the latest date 

by which they should hear the outcome of the interview process. Feedback will be given 

if requested at a mutually convenient time. 

 

If I am successful when will I receive my contract, offer letter, etc.? 

 

All paperwork is usually sent out the day following your appointment.  It is very important 

to return your completed CRB form and documents as soon as possible to enable this to 

be processed. New teaching staff are encouraged to visit College for at least two days 

before their employment commences; this is not applicable to support staff but a 

handover period is desirable. 

 

Is there a probationary period? 

 

Yes: support staff have a 10 and 20 week assessment during their probationary period 

and teaching staff have a probationary period of a full academic year during which three 

(termly) formal assessments are carried out. 

 

For new teachers, your line manager will complete a review on how well you are settling 

in to life at Farnborough. The review will include consideration of performance, 

targets/objectives and assessment of training needs.  All new teaching staff are observed 

regularly during this time.   

 

Please note that all staff receive a full induction during the first few months of their 

employment at the College. 


