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01 The Recruitment Process

Guidance on completing the 
application form
Our application form will be accompanied by a 
job description and person specification for the 
post you are applying for.

The person specification lays down the 
essential and desirable requirements for the 
post. You should ensure, before applying, 
that you meet all the essential criteria for 
the post. You need to demonstrate clearly in 
your application form how you meet each 
criteria on the person specification as, when 
short listing for interview, the selection panel 
will only consider the information in your 
application form and assess this against the 
person specification. 

When completing your application form, 
please ensure that you give full and detailed 
descriptions of your experience. For example, 
if a post requires computer experience, you 
would need to give full details of all the 
systems you have used and for what tasks and 
how recent your experience is.

You are encouraged to include experience 
from all areas of your life e.g. previous jobs, 
school, hobbies, clubs and any voluntary work 
as experience does not have to be gained in 
paid employment to be relevant. Please check 
before submitting your application form that 
you have fully completed all sections. 

All vacancies which are available to external 
applicants are advertised on our website at: 
www.bishopburton.ac.uk 

The website includes lots more information 
about the College.

Your completed application form should be 
sent to:

Human Resources Department
Bishop Burton College
Bishop Burton 
Beverley
HU17 8QG

Please ensure your completed application form 
is returned before the closing date of the post 
you are applying for. Late applications are 
not usually accepted. We are unable to send 
acknowledgments of receipt of applications 
unless you include a stamped and addressed 
postcard with your form. If you have not 
heard from us within six weeks of the closing 
date of the post, you should assume that 
your application has been unsuccessful on 
this occasion. Feedback on the reasons for 
unsuccessful applications is not available.

The aim of this brief guide is to assist you in 
applying for a job at Bishop Burton College, 
by making you aware of our recruitment 
process and to highlight the benefits offered 
to employees.

If you would like to know more about the 
college, please visit our website at  

www.bishopburton.ac.uk
Our mission is to ensure high quality learning 
and skills development, in a supportive and 
stimulating environment, primarily within a 
rural context.

Thank you for  
applying for employment with 

the College and we look forward 
to receiving  

your application.



02 Bishop Burton College
One of the country’s leading land-based 
institutions, Bishop Burton College is set in 
stunning parkland just three miles west of the 
historic market town of Beverley.

The main campus provides the ideal setting 
in which to work or relax. It is home to a 
commercial farm, equine unit and animal 

management facilities. Amenities include 
residential accommodation for around 300 
students, catering establishments, bar, sports 
hall and gym. Sports teams include  
football, rugby, hockey, netball and clay  
pigeon shooting. 

Great courses, great learning 
on a great campus 
Bishop Burton College offers a range of Further 
and Higher Education courses from entry level 
to Honours Degrees and Master Degrees. 
Courses are offered in subjects as diverse 
as Agriculture; Animal Management; Art & 
Design; Business; Early Years; Construction; 
Environmental Conservation; Equine;  
Floristry; Fisheries; Culinary Arts; Game 
& Wildlife Management; Gardening & 
Professional Horticulture; Land-based 
Engineering; Heritage; Planning & 
Development; Public Services; Sport; Travel & 
Tourism and Teacher Training.

The college provides an effective support 
network for all learners including welfare 
officers, sports development, careers service, 
chaplaincy and a warden service. 

When we asked our students what they liked 
most about Bishop Burton College, they said 
it was the support that they received from 
teaching and non teaching staff alike. A key 
part of this support is found in the Study 
Skills Centre which specialises in help with 
work related problems. Learner Services has a 
dedicated team of staff who are on hand to 
offer help and advice on issues such as finance, 
health and lifestyle.

Perfect Partners
The college has strong partnership working 
arrangements with all of the secondary 
schools; business organisations and 
community groups within the region.  

 
The excellent facilities and 

extensive estate means that the college 
is able to play host to many prestigious events 
such as the British Eventing Horse Trials 
which are held in May and October each year, 
attracting just under 500 competitors per 
event as well as being an outstanding venue 
in which to hold conferences, weddings and 
training events. 

The walled garden was preserved from the 
original estate of Bishop Burton High Hall 
(the late 18/19th century country seat of the 
Watts family) and now has a range of features 
including herbaceous borders, rock and water 
gardens, dry borders and a Japanese garden.

The College has three rooms licensed to hold 
a Civil Wedding – the Victorian Conservatory, 
(a beautiful conservatory with a topiary walk 
leading to the location, situated next to the 
walled gardens) the Conference Hall and the 
Seminar Room.  

The main conference hall boasts natural light 
in a rural setting but with all the modern 
resources demanded by businesses and can 
cater for up to 180 delegates, with the seminar 
room seating up to 50 guests.

But the key reason that people 
choose Bishop Burton College is 
because it’s fun to learn – and 

work - here!



03

02

The College has a commitment to lifelong 
learning and holds an Investors in People 
Award. We provide excellent development 
opportunities for all employees by actively 
encouraging and supporting them to obtain 

qualifications and by identifying job related 
training at annual staff appraisals. An 
extensive variety of in-house training courses 
are provided as well as financial support for 
out of hours learning.

Investing in the future 
The College has invested £25 million in a 
campus redevelopment scheme. This includes 
a new Learning Resource Centre and library; 
suite of classrooms and workshops; Sports 

Hall and floodlit all weather pitches; student 
residential accommodation and catering 
facilities; equine arena and horse therapy 
rooms; animal management facilities including 
kennels and dog grooming; sheep, dairy and 
arable units.

04
Bishop Burton College recognises the real 
educational and business benefits of having a 
diverse community of staff and learners who 
value one another. 

It also recognises the different contributions 
they can make to achieving the College’s 
mission to provide high quality learning 
and skills development, in a supportive and 
stimulating rural environment. The College 
is fully committed to providing equality 
of opportunity for all its staff and learners 
whether potential or actual. Bishop Burton 
College opposes all forms of discrimination on 
the grounds of Race, Nationality, Ethnic Origin, 
Gender, Disability, Marital Status, Pregnancy, 
Religion or Belief, Age (unless a statutory age 
requirement exists), Sexual Orientation, or 
Criminal Record (except where relevant to the 
post or covered by statute). The application 
form includes a workforce monitoring form, 

which will be separated from the rest of your 
application on arrival and not seen by the 
short listing panel. 

The Information on this form is used 
confidentially to monitor and develop the 
College’s employment policies and procedures, 
prepare statistical reports and respond to 
national performance indicators.

Equality and Diversity

Training and Development

Bishop Burton College cont.

The Bishop Burton College Mission: 

to provide high quality learning  
and skills development, in a  
supportive and stimulating  
rural environment



05 Conditions of Service

Medical Clearance
Appointments are only confirmed after 
a satisfactory medical report. Successful 
candidates will be required to complete a 
medical questionnaire, and you may be 
required to attend for a medical examination 
at our Occupational Health Department.

Probationary Period
The first 6 months (12 months for lecturers) 
of all new appointments subject to a 
probationary period, during which the 
employee’s suitability for the post is assessed.

Criminal Record Information
The College checks all new appointees’ 
criminal record. Having a criminal record will 
not necessarily bar you from working with us. 
This will depend on the nature of the position 
and the circumstances and background of your 
offence(s). The criminal record information 
you are required to provide is not used for 
short listing purposes. However, if you are 
short listed for interview, your criminal record 
information will be discussed with you if the 
recruiting officers feel it is relevant to the 
job for which you are applying. Under the 
Rehabilitation of Offenders Act 1974, you only 
have to declare unspent convictions. However, 
if the post for which you are applying is one 
which is an exception under this Act, you 
must give full details of everything on your 
criminal record. If this is the case it will be 
clearly indicated in the person specification for 
the post. Criminal record information is dealt 
with in accordance with the Criminal Records 
Bureau Code of Practice, a copy of which can 
be supplied on request.

References
It is the College’s policy that two references 
are obtained in respect of each applicant; 
at least one of which should be a current 

employer. If you are unemployed, former 
employers should be nominated as referees 
and if you have never been employed, your 
school Head teacher may be used. The College 
reserves the right to contact any former 
employer, or other appropriate person, where 
it is deemed that some further investigation 
is reasonably required prior to making an 
appointment. You will normally be advised 
wherever such approaches are to be made. It 
will not be acceptable to nominate members 
of your family as referees. Referees may 
be contacted before interview to allow the 
selection panel to make an informed decision 
in a short timescale, but there is space on the 
application form to indicate if you do not wish 
this to happen. In such a case, your referees 
will only be contacted after interview if there is 
a likelihood that you may be offered the post

Interviews
If you are invited for an interview you will 
be contacted by letter with all the details, 
including the time and place of the interview 
and any tests or presentations you will be 
expected to undertake. In most cases, we try 
to send interview letters to allow a week’s 
notice of the interview date but where this is 
not possible, we will telephone to advise you 
of a more immediate interview date. Most 
job advertisements state the interview date 
so applicants have some idea of when they 
may be expected to attend. You will receive an 
expenses claim form and be asked to confirm 
your attendance at interview by telephone 
or email and similarly to advise us if you are 
unable to attend. The interview panel will 
ask questions which will allow you to expand 
on your application and to demonstrate the 
extent to which you meet the requirements 
of the post. Applicants selected for interview 
will be required to produce the qualification 
certificates referred to in their applications 
and identity documents as explained in the 
interview letter to prove their legal eligibility 
to work in this country under the Asylum and 
Immigration Act, 1996.  

The Bishop Burton College Mission: 

to provide high quality learning  
and skills development, in a  
supportive and stimulating  
rural environment



05 Conditions of Service cont.

Employee Benefits
Bishop Burton College provides a range of 
benefits to motivate, reward and recognise 
employees, including the following:

 Child care voucher scheme

 Final salary pension scheme

 A non-smoking working environment

 Union membership

 Free parking facilities

 Occupational Health Service

 Employee Counselling Service

 

 

 

 Strong commitment to Health and Safety

 Wide range of job opportunities

 Staff magazine

 Removal and re-location expenses in   
 approved cases

 Excellent annual leave provision

 Excellent on-site restaurant and cafes

06 A Brilliant Location
Bishop Burton College may be set in some 
of the most beautiful countryside in Britain 
but the vibrant cities of Leeds, Kingston 
upon Hull and York are just a short car or bus 
journey away. The nearest of these, Kingston 
upon Hull, is just ten miles from the College 
and as you can see is undergoing significant 
regeneration. There is a new £40 million sports 
stadium (which attracts top name bands). 
Hull also offers great shopping, eating and 
clubbing – all on your doorstep!



07 High Quality Education and Training
Bishop Burton College provides high quality 
further and higher education and training in:

 Agriculture

 Animal Management

 Art, Design & Fashion

 Business 

 Childcare

 Construction

 Environmental Conservation

 Equine

 Fisheries Management

 Floristry 

 Foundation Studies

 Food

 Game & Wildlife Management

 Garden Design & Management

 Gardening & Professional Horticulture 

 Heritage

 Land Based Engineering

      
  

     

The College provides  
professional training through the 

‘School of Food & Wine’ and ‘Services 
for Business’ and offers apprenticeships 

and work  
based learning.

 Planning & Development

 Public Services

 Sport

 Teacher Training

 Travel & Tourism



Bishop Burton, Beverley, East Yorkshire, HU17 8QG

Telephone: +44 (0) 1964 553000        Fax: +44 (0) 1964 553101

enquiries@bishopburton.ac.uk         www.bishopburton.ac.uk
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