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About Southgate College

Our Vision

The College established as the best possible post-16 education and training provider for all who work and live in North London.

Our Mission

To Develop Southgate College as a centre of excellence in education and training by providing opportunities for all who wish to benefit, whatever their age and abilities

To foster Southgate as a caring College by providing appropriate guidance and counselling for students so all may “Succeed at Southgate”.

To stimulate the economic, intellectual, cultural and social life of the community.

To achieve its mission, the College has sought and will always seek to ensure that its provision is characterised by excellence in the three main aspects of the curriculum offer:

-access, process and content
Our Values

Our College values highly:

· the needs and aspirations of all students, clients and staff;

· the continuous commitments to improving quality within all operations in the pursuit of institutional excellence;

· equality of opportunity for all students and staff;
· the richness of communities and commerce within North London;

· the widening of participation among members of these communities and organisations;

· clear systems of communication to ensure information flows freely and purposefully to the benefit of all;

· planning, monitoring and review as key strategies within all operation and the delivery to achieve our Vision and Mission;

· the emphasis on and investment in teamwork to ensure that all staff contribute to our success and that this is recognised as crucial to continuous improvement;

· financial stability as the platform on which high staff and student achievement can be based. 
Equality and Diversity at Southgate College

We at Southgate College work on the assumption that everyone working at or working in the College shares our view that people have a right to an education that suits their needs in an atmosphere in which individuals are respected. We therefore make every effort to promote the value of diversity and work to ensure that no one is treated unfavourably on the grounds of ethnicity, gender, race, religion, sexual orientation, age or disability or is open to any kind of bullying or intimidation.

Applications are encouraged from any person possessing the necessary attributes for the post. All applicants will be afforded equal opportunity of employment, irrespective of family commitments, gender, marital status, age, sexual orientation, disability, colour, race, nationality, ethnic or national origin, trade union membership/non membership or political or religious beliefs. Employment terms and conditions, and decisions on recruitment, selection, training, promotion and dismissal will be made purely on the basis of objective criteria. 

All staff employed at Southgate College are expected to support and promote the equality and diversity policy. Individuals are encouraged to value each other and treat each other with dignity and fairness. The college seeks to provide a positive working and learning environment, free from discrimination, harassment or victimisation.

Benefits of working at Southgate College

There are many advantages to working at Southgate College. As an employee you are entitled to take advantage of a range of attractive benefits and services

Salary: 

Your starting salary will be commensurate with your qualifications, skills and experience and will be paid monthly, in arrears, by direct credit transfer. Further details are contained in the specific job details accompanying this pack. 

Hours of work: 

The full time working week is based on 36 hours. This could include evening and occasional weekend work. 

Pension: 

The Teachers' Pension Scheme or the Local Government Pension Scheme is available to employees at a contribution rate of approximately 6% of salary. Both schemes offer a final salary pension scheme. Further details are available from the Human Resources department.
Holiday: 

The holiday year runs from 1 September to 31 August. Your leave entitlement will depend upon the role that you are employed to do. 
Management Staff: 35 days per annum, plus bank holidays 

Lecturing Staff: Basic leave entitlement is 40 days per annum, plus public holidays. 

Support Staff: Leave entitlement depends on the salary Grade of the post. The holiday entitlement starts from 22 days per annum up to 24 days, plus public holidays. 

Staff Development: 

Southgate College has a strong commitment to staff development. There are 3 whole college development days each year and where applicable 5 curriculum days. As part of your introduction into the college, you will undertake a comprehensive induction training package. There is opportunity in the College for staff to gain relevant qualifications to their job either free of charge or subsidised.
Golden Hello Payment: 

Lecturers who are new to teaching, and are appointed to work within a designated shortage subject area, might be eligible to apply for a one-off payment of up to £4,000 from the Learning and Skills Council. Further details and an application form are available from the Personnel department. 

Nursery: 

A limited childcare provision is available to staff through the college's nursery located at the Southgate House site. Session times are 8.45am-1pm and 1pm – 5.15pm. 

Child Care Voucher Scheme:

The College provides a Care voucher Scheme that helps employees save money that is spent on Childcare with an Ofsted registered carer including after school clubs.
Car Parking: 

Free car parking is available at all college sites. 

Restaurant and Bistro:

The College has its own Training Restaurant open to staff and the public and a Bistro, open to staff, offering high quality food cooked by students under the supervision of professional chefs at very reasonable prices (please visit www.southgate.ac.uk/restaurant for more details).
The College also has a refectory offering hot meals, including vegetarian and Halal options, plus drinks and snacks and two cafés.
Health and Fitness Gym: 

As an employee of Southgate College, you will be able to benefit from the gym facilities on the College’s Main Site (please visit www.southgate.ac.uk/fitness for more details) 
Motor Vehicles Workshops:

The Motor Vehicle Division can carry out minor repairs on staff cars for a very low cost. MOT tests can also be carried out in the Departments new MOT Test Centre.
Life Works- Employee Assisted Programme:
A free, unlimited confidential telephone helpline will be available. This is a benefit provided to employees and their immediate family members. LifeWorks offers you help and support with issues including work/life balance, family, finances, health and emotional well-being. There are also qualified counsellors on hand 24 hours a day to support you with more personal matters such as bereavement and health concerns.
Intranet and Remote IT Access: 

All staff are able to access the college intranet. The intranet provides employees with the ability to access a range of college policies, procedures and general information. Remote access from home to a member of staff’s email and documents is also available.
Employee Self Portal:
Employees are able to update their personal details, request holiday and training events using Clear Vision, the employee self portal system.
Enhanced Maternity/Paternity pay:

Enhanced payment above statutory requirements
Give as you earn:

Payroll giving initiative whereby you can donate to a charity of your choice and it is administered by the Charity Trust.

Application and recruitment process
In addition to this recruitment pack, you should have received: 

· Job description/ Person Specification 

· Application form 

· Equal Opportunities monitoring form 

Job Description: 

The job description outlines the main duties of the job you are applying for, but is designed to give flexibility to both the postholder and the college in achieving objectives. The person specification lists the experience, qualifications, skills, knowledge and abilities required for the post. Please read this carefully so that you understand what the post requires as ‘essential’ and ‘desirable’ criteria and the level of expertise. The college will be using these criteria to assess your suitability for the job. 

Application Form:
Please complete your application form preferably by typing it and return it along with you Personal Details form to jobs@southgate.ac.uk. You should complete the application form in full, addressing the main areas of the job description and person specification. Consider why the job interests you and, when outlining your skills, experience and abilities etc, try to provide evidence with examples of how you meet the criteria. Remember to include any relevant experience gained outside paid employment. Please note that we cannot accept CVs on their own. 
Shortlisting Process: 

This is the first stage in matching applicants to the requirements of the person specification criteria. Remember, your completed application form is all we use for shortlisting. You will be notified within four weeks of the closing date if you are to be invited to an interview. If you have not heard from us within that time, we have decided not to proceed with your application. 

Interview dates: 

Wherever possible, the interview date(s) will appear in the job advertisement. Otherwise, the interview date will be included in this pack or you will be notified of the date, if you are selected for interview as a result of the shortlisting process. 

Interview Expenses: 

Reasonable expenses will be paid in connection with attendance at interview. An expenses form will need to be requested after the interview had taken place and original receipts will need to be produced.
Tests and practical assessments: 

Tests, presentations or other tasks might be used as an additional aid to selection and you will be advised of the task and the materials you will have available to you in the interview letter. 

Decision: 

If you are invited to attend an interview, the interview panel will indicate when a decision will be reached. 

Offers of Employment: 

A member of the interview panel will call the successful candidate to make an offer of employment. All offers of employment are conditional subject to satisfactory qualification checks, reference checks, medical checks, criminal records disclosure checks, proof of entitlement to work in the UK and successful completion of a six month probation period.
Criminal Record Checks:

If selected for appointment you will be asked to complete a criminal records disclosure form. A disclosure is a document containing information held by the police and government departments. It must be used by the college to make safer recruitment decisions. Disclosures are provided by the Criminal Records Bureau (CRB), an executive agency of the Home Office. The disclosure service offers organisations a means to check the background of job applicants to ensure that they do not have a history that would make them unsuitable for posts we are trying to fill. Disclosures will provide details of a person’s criminal record including convictions, cautions, reprimands and warnings held on the police national computer, including spent convictions. If the job involves working with children, disclosures will also contain details from lists held by the Department of Health and the Department for Education and Skills of those considered unsuitable for this type of work. Depending upon the level of disclosure, it might also contain information held by local police forces. 

From 1 April 2006, the CRB issued revised guidelines stating that CRB disclosure checks are not portable. If you are successful in obtaining employment with us, and have already undergone a CRB disclosure with another employer or organisation, we will still have to ask you to complete the necessary paperwork. Please contact a member of the Human Resources department if you have any queries relating to the CRB disclosure process. 
References: 

References are requested for all applicants. These should be your two most recent employers, including your present employer where applicable, or relevant academic referee. Personal referees should be given only when there is no previous employer or educational establishment to which reference can be made. References are normally taken up prior to interview. 

Health Questionnaire: 

If selected for appointment you will be asked to complete a health questionnaire and might be requested to attend a medical interview with the college’s Occupational Health Advisor or doctor, to assess your fitness to do the job. 

Proof of Qualifications: 

If selected for appointment you will be required to produce the qualification certificates listed on your application form or CV. 

Source of Further Advice: 

If you have any queries in relation to the information contained in this application pack then please contact a member of the Human Resources Department at Southgate College by emailing to jobs@southgate.ac.uk
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	Buses
	
	Tube (underground)

	from outside the College or tube:
· W6 (Edmonton Green–Southgate)

· W9 (Chase Farm Hospital–Southgate)

· 121 (Turnpike Lane–Southgate–Enfield Lock)

· 125 (Winchmore Hill–Southgate–Finchley Central)

· 298 (Arnos Grove–Southgate–Potters Bar)

· 299 (Cockfosters–Southgate–Muswell Hill)

· 382 (Mill Hill East–Southgate)
· N91 (Night bus from Trafalgar Square)
	
	Southgate College is approx 200m 

(2 minutes’ walk) from Southgate tube, Piccadilly line (Zone 4)



	Car parking
	
	Rail

	Limited free parking at Southgate High St, gates are locked when full. Public (pay) car park nearby but we strongly advise using public transport. Please do not park where you may disturb local residents. A controlled parking zone now operates in the area.
	
	Nearest stations are: 

· New Southgate (then bus 382)

· or Palmers Green (then bus 121 or W6)
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