[image: image1.png]



HLTA 
APPLICATION FORM



July 2025
Dear prospective colleague,

HLTA
Thank you for expressing an interest in the above post at Little Lever School.
The vacancy creates an ideal opportunity for an outstanding individual who is passionate about education. The ideal candidate will be able to inspire both students and colleagues and help lead us to our next stage of development in becoming an outstanding school.

We recognise the people that work within the Lever Academy Trust are the decisive element in helping all our students to achieve great things.  We expect the very best from everyone every day and are focused on people.  We want our students to achieve the very best outcomes and develop the character traits of resilience, resourcefulness and respect so they are ready to be successful in local, national and international environments.
At Little Lever we are committed to the professional development of all our staff. We recognise that our staff are the decisive element to help our students achieve great things.  Our appraisals programme includes training opportunities, delivered through shared good practice and professional courses. In addition, Little Lever School offers the opportunity to be challenged and stretched, to make a positive contribution to the school as a whole and to work in a caring and supportive environment. 
We want to grow the next generation of school leaders and our staffing structures allow teaching staff and support staff at any career stage to step into leadership positions to take on impact initiatives.  Staff do this with leadership mentors and leadership professional development to support and guide them.  

The school has continued to improve at pace and this is an exciting time to join Little Lever as we look to become an Outstanding school and continue to help every person achieve things they never thought they could!  
You are welcome to visit the school and meet staff prior to the application deadline.  If you are interested in the post and would like to visit the school please telephone my PA Mandy Kelly on 01204 333306 to arrange a mutually convenient time.

Please ensure that you complete all sections of the application form (no CVs).  In your supporting letter (font 12 and no longer than 2 sides of A4), you must reference the person specification criteria and outline your suitability for the post.
Closing date for applications & shortlisting: 10am Wednesday 23rd July 2025 
Interviews will be held week commencing: Monday 28th July / Tuesday 29th July 2025 
Yours sincerely
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Little Lever School

be kind




Dominic Mckeon
Principal

Guidance Notes for Job Applicants
IMPORTANT - PLEASE READ THESE GUIDANCE NOTES CAREFULLY.  They have been written to help you make the best of your application.  The decision to shortlist you for interview will be based on the information you provide in your application.
Please complete ALL Sections of the Application Form which are relevant to you as clearly and fully as possible.  CVs will not be accepted in place of a completed Application Form.
Safeguarding Children & Young People

Lever Academy Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

1. Candidates should be aware that all posts in Lever Academy Trust involve some degree of responsibility for safeguarding children and young people, although the extent of that responsibility will vary depending on the nature of the post. Please see the job description enclosed in this Application Pack for further details.

2. You are required, before appointment, to disclose any unspent conviction, caution, reprimand or warning under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Non-disclosure may lead to termination of employment.  However, disclosure of a criminal background will not necessarily debar you from employment – this will depend upon the nature of the offence(s) and when they occurred.  

3. If you are currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences, including those related to children or young people (whether the disciplinary sanction is current or time-expired), and whether you have been the subject of any child protection allegations or concerns and if so the outcome of any investigation or disciplinary proceedings. If you are not currently working with children, but have done in the past, that previous employer will be asked about these issues.

4. Where neither your current or previous employment has involved working with children, your current employer will be asked about your suitability to work with children, although it may where appropriate be answered not applicable if your duties have not brought you into contact with children or young people.
Equal Opportunities
The school is committed to equality of opportunity in recruitment, selection, promotion and all other areas of employment.  The school aims to attract high calibre staff by ensuring that recruitment and selection processes are effective, systematic and equitable.  All applicants who meet the criteria detailed in the enclosed job description and person specification will be guaranteed an interview regardless of disability, age, gender, and religious belief.  To ensure equal opportunities in recruitment, we request that all applicants complete the application form provided.  Please do not send in a CV unless you have a disability that limits your ability to complete an application form.  In recognition of this access issue the school may accept a CV provided the candidate demonstrates clearly how he/she meets the person specification and provides the information required of other candidates. If you have any specific access requirements due a disability please inform us before the interview.
Completing the Application
The application form should be completed in black ink for photocopying purposes.
The job description and person specification make clear the essential skill knowledge, and professional experience/qualifications you will need in order to do the job as described.  Your completed application form should clearly show that you have these.  Ensure also that any covering letter submitted in support of your application focuses on why you think you can do the job.  You should demonstrate how you meet the person specification by describing any work, experience or training you have had.  Please note that if you do not demonstrate that you can meet all of the criteria the school is looking for, you may not be called for interview.

Give details about your present or most recent job, and your details of previous employment - in date order from the most recent - and listing all work since leaving school/college, including teaching placements if you are currently in training to be a teacher.  Explain any gaps in your employment history and continue on a separate sheet if necessary. 
Give details of all education, training and qualifications undertaken from secondary school onwards, including details of any professional development relevant to the post.
Please make clear in your application any hobbies or interests appropriate to the post drawing particular attention to any specific areas of teaching interest and/or expertise.
Two references will normally be obtained.  Your chosen referees should be named on your application form and must be people who are able to provide information that will confirm your suitability for this post.  Referees should not be family members or personal friends.  The first referee quoted should be your present employer (for teaching roles this should be your current Headteacher), or if you are not working currently, your last employer (Headteacher).  Your second referee may be a previous employer or someone who has knowledge of your skills and can comment on your ability to do the job for which you are applying.  
If you have never been employed, or have been out of employment for a period of time, you may wish to give the name of anyone who knows you sufficiently well in an academic or professional capacity to confirm the information you have given, and to comment on your ability to do the job.  The school may see fit to contact one or all of your chosen referees to confirm information provided by you in your application and/or to clarify aspects of the references themselves.
Please explain the nature of any close personal or familial relationships, if any, with existing members of the Trusts staff or governing body to avoid any conflict of interest.
We regret that we are unable to acknowledge receipt of this form.  If you receive no further communication within 6 weeks of the closing date, please assume that your application has been unsuccessful.

Interview Process

After the closing date, short listing will be conducted by a Panel, who will match your skills/ experience against the criteria in the Person Specification. You will be selected for interview entirely on the contents of your application form, so please read the Job Description and Person Specification carefully before you complete your form. 
All candidates invited to interview must bring the following documents:
· Documentary evidence of right to work in the UK

· Documentary evidence of identity that will satisfy DBS requirements such as a valid passport and/or current driving licence including a photograph and/or a full birth certificate

· Documentary proof of current name and address (i.e. utility bill, financial statement etc.)

· Where appropriate any documentation evidencing a change of name
· Documents confirming any educational or professional qualifications that are necessary or relevant for the post. 
Please note that originals of the above are necessary. Photocopies or certified copies are not sufficient.

We will seek references on shortlisted candidates for Academy based positions and may approach previous employers for information to verify particular experience or qualifications before interview. Any relevant issues arising from references will be taken up at interview.

For Academy based positions, in addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children, including:

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline.

All applicants will be notified of the outcome of their interview as soon as is reasonably practicable after the selection process has been concluded.  In the first instance this will be done verbally.
Applicants will receive feedback on request at the end of the recruitment process.
Conditional Offer: Pre-Employment Checks
Any offer to a successful candidate will be conditional upon: -

· Verification of right to work in the UK

· Receipt of at least two satisfactory references (if these have not already been received)

· Verification of identity and qualifications

· Barred List Check 
· Satisfactory DBS Disclosure

· Verification of professional status such as GTC registration, QTS Status, NPQH (where required)

· Satisfactory completion of a Health Assessment

· Satisfactory completion of the probationary period.

· Where the successful candidate has worked or been resident overseas in the previous five years, such checks and confirmations as may be required in accordance with statutory guidance

For teaching posts

· Verification of successful completion of statutory induction period (applies to those who obtained QTS after 7 May 1999)

· Verification of medical fitness in accordance with DfES Circular 4/99 Physical and Mental Fitness to Teach of Teachers and Entrants to Initial Teacher Training

You should be aware that provision of false information is an offence and could result in your application being rejected or summary dismissal if you have been selected, as well as possible referral to the police and/or ISA and/or other relevant investigating bodies.

	For Office Use Only:

	

	Application Number:
	


Section A 



    

	Post Applied For: 
	

	How did you hear about this vacancy?
	


	Personal Details

	Title (Mr, Mrs, Ms, Miss Dr)
	
	Surname:
	

	Previous Names: (if relevant):
	

	First Name(s):    
	

	Address (Inc. Postcode):  


	

	Contact Telephone Numbers: (Mobile & Home):
	

	E-Mail
Address:
	

	Nationality:
	

	National Insurance Number:
	

	Are you eligible to work in the UK? 
        
	
YES  
             NO  

	Please state what documentation you can provide to demonstrate this e.g. British Passport, EEA ID card, passport or travel document showing an authorisation to reside and work in the UK

	

	Do you require a work permit or visa?
	
YES  
             NO  

	If yes, please give details
	

	Have you lived or worked outside of the UK, for longer than 12 months, within the last 10 years? 
	YES                    NO     

	If yes, please give details
	

	Note: Should you be short listed, you will be asked to bring this documentation with you to the interview. A full list of eligible documents will be sent to you. Any offer of employment will be subject to successful verification of your right to work in the UK.

	Barred List Check (old List 99 Check)

	We are committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and undergo appropriate checks. In view of this, you will be subject to a Barred List check prior to interview. Please provide your Date of Birth and any previous surnames used.

	Date of Birth:
	
	Previous Surnames Used:
	


	How did you find out about this job?

	TES Website                                     
	School Website                               
	TES Weekly Journal (please state  which below)                                                     

	Your Council Jobs                                


	Other Website                                 
	Other (please state which below)      

	Eteach                                               
	Job Centre                                       

	

	Please state other:


Section B
	Qualified Teacher Status (QTS)

	Do you hold QTS?  
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 


	If yes, please provide your Teacher Reference number (DfE):
	

	In what year did you gain QTS?
	

	Have you completed your statutory induction year?
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 
  

	NPQH & Date Obtained?
	YES   FORMCHECKBOX 
    NO   FORMCHECKBOX 
   DATE      


Continuous Service
	Lever Academy Trust recognises continuous service in Education for all staff groups in order to calculate entitlements for maternity pay, sickness pay, annual leave and redundancy. 

	What is your continuous service in Education? 
	
	(dd/mm/yy)

	Note: If you are offered the position, your continuous service date will be verified with your previous employer. Lever Academy Trust will not recognise continuous service without verification.


Section C
Present Post Details
	Name and address of current employer, school or establishment:

	

	Telephone Number:
	

	Type of school:
	
	Age range of school: 
	

	Start date (DD/MM/YY):
	

	Job Title:
	

	Contract Type:
	TEMPORARY   FORMCHECKBOX 
    PERMANENT   FORMCHECKBOX 


	Date of appointment to post, if different (DD/MM/YY):
	

	Type of Appointment:
	FULL-TIME       FORMCHECKBOX 
    PART-TIME      FORMCHECKBOX 


	Current Salary and scale:
	
	Additional Responsibility Allowances (e.g. TLR):
	

	Total Salary:
	

	Date of Leaving (if applicable) & Reason for Leaving:
	

	Date free to take up appointment:
	

	

	Main duties/responsibilities:


Section D
	Employment background Please detail chronologically all previous work experience, unpaid and paid, voluntary, non-teaching as well as teaching, since leaving secondary/further education 

	From
month/ year
	To
month/ year
	Place of work/employer (if applicable)
	Scale/ grade
	Title/ responsibility
	Reason for leaving

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Have you ever been dismissed by any of the above employers?

	If yes, further details may be requested from you
	Yes       
	No        


	Explanation of any gaps

	Please explain here any gaps in employment, education or training since leaving full time education.

     


	Education background Secondary education

	

	Name of institution
	From
month/ year
	To
month/ year
	Qualifications obtained (Please indicate level, subject(s), grades and dates of award)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	     
	     
	     

	Further, higher and professional education (Proof of qualifications will be required)

	Name of institution
	From
month/ year
	To
month/ year
	Qualifications obtained (Please indicate level, subject(s), grades and dates of award)

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Professional development/training
(State involvement in the last five years appropriate to your application)

	Dates of course
	Length of course
	Details of course
	Course provider

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Other Experience Relevant to the Post e.g. Work Experience, Voluntary positions   

	


	Personal Interests   

	


If you need to give more information about any of the above, please continue on a separate sheet

	Supporting Letter 

	Please include any information you feel would help evaluate your suitability for the post. You must refer to the Job Description and Person Specification criteria. 
The letter should be no longer than one double sided A4, on font 12, attached separately.


Section E
	Valuing Diversity

	In order to comply with our Valuing Diversity Policy, please indicate if you have a disability?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	(please tick)

	If YES, do you require any adjustments to the recruitment process?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	(please tick)

	If YES, please give details in your application.


Safeguarding Children & Young People

	We are committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks. Any offer of appointment is subject to satisfactory DBS (Disclosure and Barring Service) Enhanced Disclosure Check.


	Have you ever been the subject of an investigation or enquiry into abuse of, or inappropriate behaviour with children or young people? 



	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post?
 
	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	If you have answered ‘yes’ please give full details, continuing on a separate sheet if necessary

	

	I can confirm that I am not on the barred list, disqualified from working with children or subject to sanctions imposed by a regulatory body such as the Teaching Agency, 


YES   FORMCHECKBOX 




SIGNED:




DATE: 

Criminal Convictions

	You are required, before appointment, to disclose any unspent conviction, caution, reprimand or warning under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Non-disclosure may lead to termination of employment.  However, disclosure of a criminal background will not necessarily debar you from employment – this will depend upon the nature of the offence(s) and when they occurred.  Any information will be treated confidentially.

	Do you have any unspent convictions, cautions, reprimands or warnings?   
Have you at any time been convicted of any criminal offence (inc. cautions, bind-overs, pending prosecution)?
	YES   FORMCHECKBOX 

NO   FORMCHECKBOX 

YES   FORMCHECKBOX 

NO   FORMCHECKBOX 


	If yes, please attach details including the offence and the date.

Data Protection
In accordance with the Act, you should be aware that personal details submitted with this application form, will be used only for selection and interview procedures, and for employment records if the application is successful. Your information will be stored securely and only accessible to relevant persons in the course of their duties



Referees
	Please give the name and address of two people whom we may contact for a reference. One of these should be from your current or most recent place of employment/Head Teacher, although Lever Academy Trust reserves the right to contact any of your former employers.

Please note that we will contact these referees if you are short listed for this post and seek reference before interview.  Also, in relation to work with children, we will seek information about any past disciplinary issues relation to children and/or child protection concerns you may have been subject to.  If you have any concerns about this, please do not hesitate to contact our Human Resources Department


	
	1st Referee
	2nd Referee

	Name 
	  
	

	Status
	
	

	Organisation
	
	

	Relationship
	
	

	Address
	
	

	Tel. No. 
	
	

	Fax No. 
	
	

	E-mail address
	
	

	
	Is this referee aware of your application for this post?

Yes               FORMCHECKBOX 
                  No                FORMCHECKBOX 

Are you willing for this referee to be approached to prior to interview?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 

	Is this referee aware of your application for this post?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 

Are you willing for this referee to be approached to prior to interview?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 



Section F
	DECLARATION

I acknowledge that Lever Academy Trust is committed to safeguarding and promoting the welfare of children and young people and to this end hereby certify that I am not on a Barred List, disqualified from work with children, or subject to sanctions imposed by a regulatory body such as the GTC or Teaching Agency and have no unspent convictions, cautions, reprimands or warnings (or have attached details of my record in a sealed envelope marked confidential).

I consent to a criminal records check if appointed to the position for which I have applied.  I am aware that details of pending prosecutions, previous convictions, cautions, or bind overs against me will be disclosed along with any other relevant information which may be known to the police, and Lists held in accordance with the Safeguarding Vulnerable Groups Act 2006.

I agree to inform Lever Academy Trust if I am convicted of an offence after I take up any post within Lever Academy Trust.  I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

I agree to inform Lever Academy Trust if I am or become the subject of a police and/or a social services/(Children’s Social care or Adult Social Services)/social work department investigation.  I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

I declare to the best of my knowledge and belief, all particulars I have given in all parts of this application form are complete and true and can be treated as part of any subsequent contract of employment. I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable to dismissal. I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, and a medical report, all of which must be deemed by Lever Academy Trust as satisfactory.

I also declare that I will not contact any member of Lever Academy Trust to further this application (and I understand that to do so would disqualify me from further consideration) - unless the advertisement invites me to contact a named individual to seek further details.

	Signed
	
	Date  
	


Please return your completed application:

by email to recruitment@little-lever.bolton.sch.uk  
by post to Little Lever School, Church Street, Little Lever, Bolton. BL3 1BT
By returning this application electronically you are confirming that the information is true and accurate to the best of your knowledge. If you are short listed for this post you will be required to sign your application form prior to interview.

Valuing

Diversity
Fairness in Employment Monitoring Sheet

The information that you give us on this form will be used for monitoring and will not be used for any other purpose. The form will be separated from your application as soon as it is received and it will not be passed on to anyone involved in short-listing or interviewing for the post for which you are applying. 

Help us to help you 

Bolton Council is committed to achieving fairness and equality in employment. We want to make sure that all job applicants and employees are treated fairly and are judged solely on their merits and abilities. 

One of our most important ways of making sure that we are being fair is by monitoring - counting the people that apply to us for jobs, and those who get our jobs. To help us to do that, please fill out the form on the other side of this page and return it with your application. 

What information are we looking for? 
We need different kinds of information for different reasons. We ask about your race, your gender, your age, whether or not you consider you are disabled and your religion so that we can check how closely the numbers of people who apply to us for jobs, or who get jobs with us, match up to the local population. 

This tells us a lot about whether our recruitment processes are fair and equally open to everyone. 

In addition we are asking you to tell us something about your caring responsibilities. By that we mean looking after a child, whether as a parent, guardian or foster parent, or helping an adult carry out their daily routine. This might mean providing assistance to an adult relative or friend who is disabled or has a long term illness. These questions help us to assess the demand for family-friendly policies, such as more flexible working arrangements. 

We are also asking about whether you already work for the Council, which helps us to make sure that both internal and external candidates have equal chances of getting Council jobs.
Disability - Definition 
Under the terms of the Disability Discrimination Act 1995 a person has a disability if she/he has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.
	Fairness in Employment Monitoring                   

	
	Strictly Confidential

	School:
	
	Job Title:

	     
	
	

	

	
	     Department:

	
	
	
	Teacher
	
	
	
	

	
	
	
	Support
	
	
	
	

	

	
	

	

	

	
	
	My Racial origin: (please tick appropriate box)

	

	 
	White
	
	
	British
	
	Irish
	
	European
	
	
	Other

	

	 
	Black or Black British
	
	
	Caribbean
	
	African
	
	
	
	
	
	

	

	 
	Asian or Asian British
	
	
	Indian
	
	Pakistani
	
	Kashmiri
	
	
	Bangladeshi

	

	 
	Mixed Race
	
	
	White & Black Caribbean
	
	White & Black African
	
	White & Indian
	
	
	White & Pakistani

	

	 
	Chinese/other group
	
	
	Chinese

	 
	For any other racial group

 please write in box
	
	     

	

	 
	My gender:
	
	
	Female
	
	
	Male

	

	
	My sexuality:
	
	
	Heterosexual
	
	
	Lesbian
	
	
	Transgender

	
	
	
	
	Gay
	
	
	Bisexual
	
	
	

	

	
	My disability status: (please read the definition over the page before answering)

	
	
	
	I am not a disabled person
	
	
	I consider myself a disabled person

	

	 
	My age:
	
	16-19
	
	20-29
	
	30-39
	
	40-49
	
	50-59
	
	60-64
	
	65 +

	

	
	My religion:
	
	
	Christian (including 
Church of England,
Catholic, Protestant n
and all other Christian
denominations)
	
	
	Sikh
	
	
	Muslim

	
	
	
	
	
	
	
	Hindu
	
	
	Buddhist

	
	
	
	
	
	
	
	Jewish
	
	
	None

	

	
	 Any other religion –

please write in box
	

	
	
	

	
	
	
	
	
	
	
	

	
	My caring responsibilities:
	
	I look after children
	
	
	I help an adult with her/his daily routine
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