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         06/06//20
Dear Applicant,
Dual role within school

TA 2b Point 17 – 21, 17 hours 25 minutes per week / HLTA Grade 7 SCP 26 – 31, 8 hours per week

Thank you for considering applying for this post. These details, whilst brief, I hope will encourage you to apply.

We are looking for an enthusiastic HLTA / teaching assistant to work in our lovely village school.  This dual role involves supporting Y5/6 during the literacy and numeracy lessons each morning (as a TA 2b) and covering PPA on 4 afternoons per week as a HLTA.   
The vacancy has arisen because a member of our team has been successful in her application for a post as a class teacher. We are seeking to appoint a highly motivated, outstanding practitioner to join our happy, hardworking and caring team.
We are also looking for someone that has an interest in STEM challenges and design technology as every Friday the successful candidate will work with small groups of children during ‘Fantastic Friday.’ Each Friday, our children get to experience a very different curriculum that we call ‘Fantastic Friday’ which includes Musical Theatre, Enterprise, Outdoor and Adventurous, STEM and Cooking but to name a few!
The current staff are highly valued, respected and unbelievably enthusiastic and are committed to providing our children with the best education. We are very fortunate in that we have many outstanding teaching assistants on our staff and their experience and expertise have been instrumental in driving up standards. We are looking for an outstanding HLTA who will fit into our team, who has the same high expectations and understanding of what high standards look like. We are very much a school team and we will endeavor to appoint the person we believe will best fit into our current team.
The position is a variable hours post with a minimum of 4 hours per week.  However, we feel that the Teaching Assistants in our school, play a very valuable role within teaching and learning and we will try to sustain as many hours as possible, but this will be dictated by the annual school budget.
All applications are considered carefully. Please ensure that you state clearly within your application, your experience to date (section 7). Please look carefully at the essential and desirable criteria and try where possible to link your experiences to these. 
Unfortunately, due to the Coronavirus pandemic we are unable at this time to invite candidates to come and look around the school. However, we actively encourage you to look at our Facebook page and our website so you at least get a feel as to what our little school is like.
The pandemic is causing many challenges and the interview process is an area that we have thought long and hard about. Ideally, we would have liked to appoint prior to the summer holidays, however, we feel that it is important not only for us but also for potential candidates to have a ‘face to face’ interview process. In light of this, we have made the decision to delay the actual interviews until September in the hope that some of the social distancing challenges have been reduced and we can invite candidates into school for the process. We will provide short listed candidates with full clarity as to the interview process.
Closing Date      Tuesday 30th June 2020 @12 noon  

Shortlisting        Monday 6th July 2020
Interview          September 2020 – (hopefully 17th / 18th September – but exact dates to be confirmed) 
In September (depending on the pandemic guidelines), our intention would be to implement the following interview process.
The shortlisting / interview process will be a two-tier process and will take place over two days. Initially short listed candidates will be invited into school to teach. This will involve-
· 30 minute numeracy lesson/ activity 
After the observations, we will then select the candidates that will be taken through to the formal interview stage of the process. This will happen on a separate day (date to be confirmed).
Staff and governors are encouraged to take part in the interview process and therefore there is the possibility that the panel may be large. We aim to make the process as comfortable as is reasonably possible to enable candidates to give of their best. 

The closing date for your application is 12noon on Tuesday 30th June 2020. Please email your application and supporting statement to head@singleton.lancs.sch.uk 
Please note all correspondence regarding this post will be done via e-mail. 

Yours faithfully
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Amanda Clayton 

Headteacher
Additional Information – for ‘Shortlisted Candidates’

DISCLOSURE AND BARRING SERVICE CHECK

You will be aware that the post you are applying for involves you working with either children or vulnerable adults. It is therefore a post covered by the Rehabilitation of Offenders (Exceptions) Act 1975 and is a post regulated by the Disclosure and Barring Service.

If you are successful, you will be required to apply to the Disclosure and Barring Service for a ‘disclosure’, to confirm any records held, prior to any final appointment decision being made by the School/Authority.  (Access to the on-line disclosure application system will be provided to you by Mrs Reeves (Office Manager) to enable you to apply at the appropriate time).
· Once your on-line disclosure application has been completed it will be forwarded to the Disclosure and Barring Service, who will undertake a check which will include:
· Details of convictions, including those ‘spent’ under the Act stated above.

· Cautions, etc. and (where appropriate) whether you are included on one of the barred lists preventing you from working with children and/or vulnerable adults

· Where appropriate, information taken from police records that a chief officer of a police force considers relevant to the application. 

Please note all convictions must be listed with dates – failure to declare convictions, cautions or pending police action disqualifies you from employment

Any offer of employment will be subject to a satisfactory DBS clearance.

QUALIFICATIONS

The Governing Body has to verify your qualifications. You should bring with you documents confirming any educational and professional qualifications that are necessary or relevant to this post.  You must ensure that you bring your original certificates or certified copies of the certificates, or a letter of confirmation from the awarding body.  For teaching posts, it will be necessary for you to produce evidence of Qualified Teacher Status.

REFERENCES

You must provide the names of at least two referees (that have consented to providing a reference) one of which must be your current employer. If you are not currently working with children but have done so in the past, a third reference should be provided from the employer for whom you were most recently employed to work with children. Please note that the reference request information provided should be directed to the Head teacher / Head of the establishment rather than any alternative named referee provided by the applicant.

DFE guidelines state that references should be sought on all shortlisted candidates, including internal ones, and be obtained before interview, so that any issues of concern they raise can be explored further with the referee and taken up with the candidate at the interview. Please note that we automatically contact the named referees at this stage and request references.  The school reserves the right to see any further references deemed appropriate.

MEDICAL CLEARANCE

As appointment to this post is subject to satisfactory medical clearance. You will be contacted by Occupational Health who will arrange for you to complete an on line health declaration form if you are successful in your application.

ASYLUM AND IMMIGRATION ACT 2006

In accordance with the legal requirements of the Immigration, Asylum & Nationality Act 2006, (“the 2006 Act”) (as amended) the Governing Body is under a legal duty to require all members of staff to provide documentary evidence of their entitlement to undertake the position applied for and to ensure that they have an ongoing entitlement to live and work in the UK. 

These checks are carried out for every person the Governing Body employs regardless of race, ethnicity or nationality. Therefore, on conditional offer of employment and before a successful applicant commences their post, they must provide supporting evidence of their right to live and work in the UK.  The provision of one of the documents listed below will be sufficient proof but applicants are advised to consider the UK Visas and Immigration requirements for preventing illegal working in the UK for a full list of documents that may prove such entitlement, which can be found on the Home Office’s website.  You will need to provide to the interview panel, original documents confirming your eligibility to work in the United Kingdom as detailed in the enclosed document.

Please bring either a-

•
A passport 

•
Or driving license (photograph ones only)

CONFIRMATION OF IDENTITY

In order to fulfil the requirements of the Bichard Report, all prospective employees (including people already employed by the Authority) should now have their identity confirmed via a photographic check.  Therefore you need to bring with you to interview a recent passport sized photograph from which you can be clearly identified.  

At the interview the reverse of this photograph will be signed by the Chair of the panel to confirm that it is a true likeness.  The cost of producing the photograph is to be borne by you.  

If you are successfully appointed to the post, then your photograph will be retained on your personal file.  If you are unsuccessful, you will be entitled to request that the photograph be returned to you.  If you do not request that your photograph is returned it will be destroyed in due course.  If you do not provide a photograph at the interview, then the panel may take the decision that you will no longer be considered for the post.

EQUALITY ACT 2010

Please read the statement sent out with this letter for full information

ATTENDANCE 

Once a provisional offer of employment has been made, attendance information will be sought from previous employers.
