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APPLICATION FORM

Post applied for:-
Temporary Contract as Maternity Cover for approximately one year in Reception Class. Commencing May 2019.
The closing date for receipt of applications for

this appointment is:-

22nd February 2019
……………......……….

Please complete and return by email to:

secretary@steephill.co.uk
Steephill Independent School is committed to safeguarding and promoting the

welfare of children and young people, along with their protection, and expects all staff and volunteers to share this commitment.

GUIDANCE NOTES
· Please fill in the application form electronically or in black ink to avoid misunderstanding.
· If you have any queries completing the application form, please contact
the school e.g. candidates with injuries at the time of application or certain disabilities may not be able to complete the application form by hand.
PERSONAL DETAILS

Full Name (underlining the name by which you like to be known):

………………………………………………………………………………………………….

Former Surnames (e.g. maiden name or where any previous change of name/s):

………………………………………………………………………………………………….

Current Address: ………………………………………………………………………………
………………………………………………………………………………………………….

Previous Address (if resident at current address for less than 5 years, please provide any previous addresses during this period):

………………………………………………………………………………………………….

………………………………………………………………………………………………….

National Insurance number

……….
……………………………………………...

DfES reference number


………………………………………………………
Do you have Qualified Teacher status?
………………………………………………………

Are you registered with GTC?

………………………………………………………

Home Telephone number

………………………………………………………

Work Telephone number

………………………………………………………

Mobile Telephone number

………………………………………………………

Email address



....................................................................................

NB:
This page will be removed before the application is considered by the Governors.  It is therefore important that only your surname and initials appear on subsequent pages.
Surname and Initials …………………………………………………………………………..
EDUCATION, ACADEMIC QUALIFICATIONS AND OTHER TRAINING

Dates


Secondary Schools and Universities, etc.

Dates


Educational / Professional Qualifications




Awarding Body


Grade (if appropriate)

Dates


Training Courses Attended

Candidates invited for interview are requested to bring documents confirming educational and professional qualifications.

Surname and Initials ………………………………………………………………………….
CURRENT OR MOST RECENT APPOINTMENT
Name and Address of Present Employer …………………………………………….
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
Date of Appointment


…………………………………………………
Finishing Date (if applicable)

…………………………………………………
Reason for leaving Post

…………………………………………………
Length of Notice required

…………………………………………………
Position Held



…………………………………………………
Remuneration Package 

……………………………………………........
…………………………………………………………………………………………
Please give a brief description of your current duties, including age groups you teach or with whom you are involved and any position of responsibility you have held:

(You may wish to include a copy of your present job specification)

Surname and Initials ………………………………………………………………………….

PREVIOUS EMPLOYMENT - Please list in reverse order
From
To
Employer

Position Held

Areas of Responsibility
SPECIAL AREAS OF TEACHING INTERESTS

OTHER INTERESTS

Please give details of any other activities or interests

Existing Contacts within the School:
Please indicate if any existing employees or governors are known to you, are family, friends or if you have a close relationship with any existing employee or governor at the School.  Please advise how you know them or are related to them.

…………………………………………………………………………………………
…………………………………………………………………………………………
Surname and Initials ……………………………………………………………………………

Please indicate below your suitability for this position and the strengths you would bring to the appointment i.e. why you have applied for the post and what attributes you would contribute?  Please read the enclosed Job Description and Personal Specifications first.

Surname and Initials ……………………………………………………………………………

ADDITIONAL INFORMATION

A.
Are you undergoing or expecting to undergo any medical treatment that will affect your work?
YES/NO (if the answer is yes please give details below)

……………………………………………………………………………………………

………..…………………………………………………………………………………..

B.
Please provide details of any disability or long-term illness (mental or physical)

……………………………………………………………………………………………

………..…………………………………………………………………………………..

C.
List below any major operations, illnesses, periods of sickness or absence for ill health of more than 2 weeks in the last 2 years:

……………………………………………………………………………………………

………..…………………………………………………………………………………..

Candidates invited for interview will be assessed during the selection process, in order to demonstrate they have the necessary skills and that they are suitable to work with children.

During the interview process, candidates will be asked questions that relate to safeguarding and promoting the welfare of children, as well as their protection.

The successful candidate will be required to undergo the standard checks, including a Disclosure & Barring Service check relevant to this appointment.

If you have any special requirements with regard to disabilities if invited for interview please inform us.

Surname and Initials ………………………………………………………………………….

TO BE SIGNED BY ALL APPLICANTS.

I confirm that to the best of my knowledge, the information given on this form is true and correct, and can be treated as part of my subsequent contract of employment.

Providing false information is an offence and could result in

· The application being rejected

· Summary dismissal if the applicant has been selected

· Possible referral to the Teacher’s Misconduct Team and the Police if appropriate

I am in possession of the certificates that I claim to hold, and I understand that wilful falsification may result in dismissal if I am appointed.

I am aware that the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974 and therefore that all convictions, cautions and bind-overs, including those regarded as “spent” must be declared.  I have not been disqualified from working with children, am not on DfES List 99 or the Protection of Children Act List, am not subject to any sanctions imposed by regulatory body (The General Teaching Council), and either (please delete as appropriate):

I have no convictions, cautions or bind-overs

OR

I have attached details of any convictions, cautions or bind-overs in a sealed envelope marked “Confidential”.

I understand, too, that any offer of employment may be subject to satisfactory medical and legal clearance.

Signed ……………………………………………..
Date …………………………….

Surname and Initials ……………………………………………………………………………

REFEREES
Please provide three referees as the School will need to contact previous employers as part of the verification process i.e. pre-appointment checks, if you are short listed for interview.  One referee should be your current or most recent employer.  Where you are not currently working with children but have done so in the past, one referee must be from the employer by whom you were most recently employed in work with children.  Please note, references will not be accepted from relatives or from referees writing solely in the capacity of friends.  The School may contact previous/current employers prior to interview to obtain references.  Please inform us if this is not acceptable. 
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Invitation to interview sent on

Post offered

Yes/No


Candidate notified result on

Candidate accepted post verbally


Candidate accepted post in writing

Contract agreed




Contract signed
STEEPHILL SCHOOL

PAY POLICY

The School actively recruits teachers of varying experience from NQT upwards.  The School has its own pay scale.  The salary for this teaching position is in the range £22,917 to £31,421 annually.
The normal school year is 36 weeks, teachers are expected to be present each day and are expected to undertake marking/preparation outside of the school day.  The School does provide 10% preparation time within the School week.

STEEPHILL SCHOOL

INTERVIEW PROCEDURE

If you are successful you will be invited to interview on Monday 4th March 2019.
· You will be interviewed by Mrs Caroline Birtwell (Headteacher) and another member of staff.
· Asked to provide your National Insurance number or work permit

· Asked to provide 2 forms of ID

· Take a tour of the school and have the opportunity to meet the staff and enjoy a cup of tea with them

· Please bring your certificates as proof of your qualifications.

You will be notified of the Schools decision personally or by post or by phone call.

If you are the successful candidate and the Board of Governors are happy with your references, you will be required to complete a Disclosure and Barring Service application (unless we already hold a Disclosure for you) and only after a satisfactory response will you be issued with a contract.

STEEPHILL SCHOOL
PERSONAL SPECIFICATIONS

Essential

1. QTS or NQT status.

2. Qualifications and experience of teaching in the Early Years.
3. An empathy with the ethos and philosophy of Steephill.

4. A sympathy with the values of the School.

5. Of good appearance and presentation.

6. Good communication skills both orally and in writing.

7. Ability to recognise and respond to pupils’ needs.

8. Flexibility with working within different age groups.

9. Ability to liaise with parents/pupils and staff.

10. Ability to motivate and enthuse pupils to achieve.

Desirable

1. Computer literate and understands the importance of ICT/computing in lessons.
STEEPHILL SCHOOL

JOB DESCRIPTION - TEACHERS

All staff have regard to the Safeguarding Policy

Teaching Responsibilities

Curriculum

1. To co-operate with the subject leader in the preparation of schemes of work, methods of assessment and development of courses of study.

2. To follow the schemes of work for each subject taught.

3. To participate in the meetings of the school relating to the curriculum, administration, organisation or pastoral arrangements of the School.

4. To undertake subject leadership where appropriate.

Professional Development

1. To participate in internal arrangements for further professional training.  This will normally be carried out on designated days each term.

2. To manage and supervise support staff.

3. To co-operate with annual performance review. 

4. To take part in external training sessions as appropriate.

5. To become fully aware of safeguarding requirements and to attend training provided; to report any safeguarding concerns to the designated person as soon as possible.

Pupils

1. To plan and prepare lessons within the agreed schemes of work.

2. To teach assigned pupils, including setting and marking of homework, according to the homework timetable.

3. To set sufficient and relevant homework and mark promptly.

4. To mark class work and homework in a positive manner i.e. there should be at least one praising remark and one remark which indicates a way to improve where relevant.

5. To assess, record and report on the development, progress and attainment of pupils. 

6. To participate in the preparation of pupils for public exams.

7. To promote the general progress and well being of individual pupils and class in the school.

8. To make records of, and reports on, the personal and social needs of the pupils.

9. To provide or contribute to oral and written assessments, reports and references relating to individuals.

10. To maintain good order and discipline among pupils and to safeguard their health and safety both on school premises and on supervised visits.  Teachers should be familiar with fire safety procedures and take part in all fire drills.

11. To attend assemblies and to supervise pupils in assembly.

12. To provide a school assembly on a rota basis, which will normally be twice per year.

13. To provide appropriate daily care including:-

· To arrive in school no later than 8.30am, have work prepared for pupils arriving at 8.45am.

· To take an accurate register of pupils and return to school office before assembly.

· Accompany pupils in classes N, LI, UI, II and III to lunch and supervise starting of lunch appropriate to age.

· Have work prepared for the return of pupils at 1pm.

· To check classrooms before dismissal of pupils including; floors, desks, coats, boots are all tidy, close all windows and doors and turn down heaters.

· To ensure all pupils are safely in hall, or picked up at the end of school before leaving school premises.

14. To support all colleagues in ensuring that a high standard of uniform and pupil behaviour are maintained in the school.

15. To carry out supervisory duties at break times when required.

Parents and the wider community

1. To communicate and consult with parents and pupils when required. There are two parent evenings; one in Sept/Oct and one in Feb/March and one written report in July of each year. Parents may request a meeting at other times through the school office at mutually agreeable times.

2. To foster good relations with parents.

3. To attend at least 1 parent association (FOSS Friends of Steephill School) meeting per academic year.

4. To attend at least 2 FOSS functions per academic year.

5. To ensure that on parent evenings, FOSS functions, school meetings, meetings with other colleagues and in the wider community any reference to Steephill, its pupils and staff should be done so in a positive and professional manner.

School Policies

To ensure that all school policies are understood and complied with.

Review

This job description should not preclude teachers from undertaking voluntary work which may or not have a bearing on his/her work. This job description does not intend to be fully comprehensive, as individual’s jobs will vary according to the age group of the pupils and subject.

Teachers not fulfilling the spirit and the details of duties outlined may be referred to the disciplinary procedure.

Safeguarding Checks

Recruitment of staff will be in line with all statutory requirements in the area of safeguarding.  All appointments will be subject to three satisfactory references (as specified on the application form) appropriate DBS checks, medical fitness for the role and evidence of identity and qualifications. Candidates may be required to fill in a self-declaration of disqualification and disqualification by association. All interviewees are checked on the barred list (List 99) and teachers are also checked on the Employer Access Online Services, managers are also checked for any disqualification from management. These checks must be completed satisfactorily before the start date.  In the event of any unsatisfactory outcome from any of the checks being received, any conditional offer will be withdrawn without notice.

The School has regard to its responsibilities regarding the Prevent Duty and upholds British Values. 

Declaration

I have read the job description and understand the professional duties entailed in my position as a teacher at Steephill School.

Signed:
___________________________________

Date:
___________________________________
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