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Cookridge Holy Trinity 

Church of England (A) Primary School

Green Lane Cookridge LEEDS  LS16 7EZ

Telephone 0113 225 3040

www.holytrinity.leeds.sch.uk


Dear Candidate

Application for the post of Class Teacher 
Thank you for your interest in the above post.  We are really pleased you have shown an interest in working at our school.  

Please find enclosed an application form and information pack for the post in which you have expressed an interest.  

If you wish to pursue your interest in the post, please complete the application form, in full, and in black ink or typescript, in order that legible copies can be photocopied, and return it to school by the closing date.  

If you have a disability and require this information in a different format, for example, braille, larger print or on CD, please contact the school.   

We often have a lot of interest in posts at our school, so it is important that you show by examples in your application how you meet the criteria.  

There are some guidance notes enclosed in this information pack to assist you in completing your application.  

Please note that it is our policy not to accept late applications except in exceptional circumstances which are outside of your control.  

If we have not contacted you within four weeks of the closing date please assume that your application has been unsuccessful.  Unfortunately, it is not possible to acknowledge or provide feedback on unsuccessful applications.  

Please note that further information about the school can be found on our website www.holytrinity.leeds.sch.uk/. We hope you will take the chance to find out a bit more about us and to consider how you will fit in our school.  

The application form and supporting documents will only be stored securely at school for the purpose of this recruitment.  If unsuccessful the application form and supporting documents will be disposed of securely after 3 months.

We look forward to receiving your completed application form in due course.  

Yours sincerely

CATH HELLINGS

Headteacher
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Applying for a job 

at 

 Cookridge Holy Trinity Church of England (Aided) Primary School

This school is committed to promoting and safeguarding the welfare of all children

Thank you for expressing an interest in joining our school.  The enclosed application pack contains a number of documents providing background information about our school and the vacancy that we are advertising.  We hope you will find this information useful and we look forward to hearing from you.

	
Making an Application
	Interview and Selection Process

	Application Form

If you wish to be considered for this post please complete the enclosed application form providing full details of your education and employment history, including any unpaid or voluntary work.  Where there are gaps in your employment please state the reasons why (eg gap year, career break, unemployed, etc).

You will note that we require details of two referees, one of which must be your current or most recent employer.

CVs are not accepted as part of the application process.  

Supporting information

This section of the form is very important.  It gives you an opportunity to explain why you are applying and why you are the best person for this job.  Use the job description and person specification as your guide and give specific examples, where possible, to demonstrate how you match the requirements for this post. If you do not have enough space, please attach a separate sheet.

Please remember to sign the declaration on the final page of the application form.
For teaching posts: in addition to the application form, please submit a formal letter of application (up to 2 sides of A4) detailing your experience of teaching and learning and the impact your contribution will make in terms of raising standards at our school.

 The closing date for applications is:

7th May at 12 noon
	
	
	Those candidates who meet all the requirements for the post will be short listed and details of the interview programme will be confirmed in writing.  

Interviews are scheduled to take place :  

25th May, 2021

As part of the selection process, in addition to assessing your skills and knowledge against the requirements of this role, specific questions will be asked to assess your suitability to work with children.

Under the Disability Discrimination Act 1995 and 2005, we are legally required to consider making reasonable adjustments to ensure that disabled people are not disadvantaged in the recruitment and selection process.  We are therefore committed to meeting, wherever possible, any needs you specify on the application form.  Please contact the school if you need to discuss this in any detail.

We will consider any reasonable adjustments under the terms of the Disability Discrimination Act to enable an applicant with a disability (as defined under the act) to meet the requirements of the post.



	
	
	Induction and Continuous Professional Development

	
	
	
	The head teacher and governing body are committed to ensuring your well-being and continuous professional development in this role.  On appointment the head teacher will discuss an appropriate induction programme with you that will help familiarise you with the culture of the school, local practices, policies and expectations.

You will be offered the opportunity to further develop your professional knowledge by participating in local training events and, where appropriate, working towards further qualifications.
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References

If you are short listed we will normally take up references before the interview date.  One of your referees must be your current or most recent employer. Two satisfactory references must be received before we confirm any offer of an appointment.  The information we request will relate to salary, length of service, sickness absence record, skills and abilities, suitability for the job, disciplinary record and suitability to work with children.  

Copies of references or references that are addressed “to whom it may concern” will not be accepted.  On receipt of references, your referees may be contacted to verify any discrepancies, anomalies or relevant issues as part of the recruitment verification process.

Disclosure and Barring Service

Employment at this school is subject to an enhanced check with the Disclosure and Barring Service.  Checks will also be made against the Protection of Children List (PoCA) and the DCSF List 99.   All such checks must be satisfactory before we confirm any offer of an appointment.

Under the Rehabilitation of Offenders Act 1974 (Exemption Amendment) Order 1986, there are a number of jobs where we must take account of convictions, even though they are ‘spent’.  All posts at this school are regarded as such.  However, spent and/or unspent convictions may not necessarily make you unsuitable for appointment.

Validation of Qualifications

All short listed candidates will be asked to bring original certificates of relevant qualifications to interview.  These will be photocopied and kept on file and may be confirmed as genuine with the relevant awarding bodies.

Right to Work in the United Kingdom

Under the Asylum and Immigration Act 1996, it is a criminal offence to employ anyone who is not entitled to live or work in the United Kingdom.  Applicants can expect us to ask for proof of this at interview stage, where you will be asked to provide some original documentation to confirm that you are eligible to work within the UK.  Photographic proof of identity will also be required.
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	Medical Assessment

A satisfactory medical assessment will be required for all staff before we confirm any offer of an appointment.

Child Protection

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We have a designated senior member of the leadership team who is responsible for referring and monitoring any suspected case of abuse.  All members of staff will receive training in line with our child protection policy. 

Whistle Blowing

We recognize that children cannot be expected to raise concerns in an environment where staff fail to do so.  Therefore our policy is to ensure that all staff are made aware of their duty to raise concerns about any inappropriate attitude or actions of colleagues.

Code of Conduct and Personal Behaviour

The school believes that it is essential for standards of conduct at work to be maintained to ensure delivery of quality services and also to protect the well being of all its employees and pupils.  

The head teacher and governing body regard everyone working at our school as a role model to our pupils.  As such employees should conduct themselves with integrity, impartiality and honesty.  Furthermore, everyone in the school has an absolute duty to promote and safeguard the welfare of children.  Registered teachers are in addition bound by the codes and professional values of the GTCE (General Teaching Council, England).  While registered teachers are bound by the code, the school considers the principles to apply to all staff employed at the school.

Equal Opportunities

We are committed to promoting best practice in our efforts to eliminate discrimination and to create a working and learning environment were all are treated fairly and with respect.  

We take action to ensure that nobody is treated less favourably than anyone else because of their colour, race, ethnic or national origin, religion, gender, sexual orientation, disability or age.

Full details of all these policies are available in school.


Application for the post of Teacher

Cookridge Holy Trinity Church of England (Aided) Primary School

This is a Church of England Voluntary Aided school

in which the Governing Body is the employer

CONFIDENTIAL

Please read the notes on page 6 before completing this form

Please either print a copy and complete in black ink or word process and print.

Please do not submit Curriculum Vitae. 

POST DETAILS
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PERSONAL DETAILS
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IMPORTANT NOTES – 

Rehabilitation of Offenders Act (1974)

Posts which involve substantial access to children are exempt from provisions contained within this Act under which job applicants are entitled to withhold information about any previous criminal background which would otherwise be considered ‘spent’ under the terms of the Act.  If the job for which you have applied involves substantial access to children and you have been short listed for the post, you will be provided with a form on which you will be asked to disclose any previous criminal background and also authorise a search of Police Records.  Failure to disclose the information could result in dismissal or disciplinary action.  The possession of a criminal record will not automatically debar you from consideration for the post for which you have applied.  Any information given will be treated as confidential and will only be used in relation to the post for which you have applied.  

EMPLOYMENT HISTORY 










QUALIFICATIONS
Please give details of your qualifications.  Make sure you include professional qualifications, including teaching qualification.  Short listed candidates will be asked to produce proof of qualifications listed on this form.



PROFESSIONAL DEVELOPMENT
Please give details of significant aspects of your Continuing Professional Development over the last three years.  Explain how this has:

· made a difference to your current role 
· helped you achieve your performance management objectives
· prepared you for this post.


REFERENCES

Please give the names of two persons who are able to comment on your suitability for this post. One should be your present or most recent Headteacher or employer.  If you are known to a referee by a different name please supply the name by which you were known.  Your referees should have direct knowledge of your professional capacities and performance.




Governors in a Voluntary Aided school may give particular consideration to your application on the grounds of your religious commitment and your ability and fitness to preserve and develop the religious character of the school. Please give the name and address of your Vicar / Rector / Minister, or other suitable person who may be asked for a reference on these matters



DECLARATION
Are you to your knowledge, related to any member of the Governing Body or any holder of senior office in the school?  If yes please state:

A candidate failing to disclose such a relationship or seeking to improperly influence the recruitment and selection process shall be disqualified from appointment, or if appointed, shall be liable to dismissal without notice.

Sign___________________________________________________

Date___________________________________________________

	DECLARATION

I understand that under the terms of the Asylum and Immigration Act 1996 should I be shortlisted for the post for which I am applying, I am required to supply for the Governing Body, as employer, an original document
 showing my entitlement to work in this country.

I understand that appointment to this post is subject to a satisfactory Enhanced Disclosure & Barring Service Check.  I also understand that, under the terms of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975, and subsequent amendments, I am required to disclose any record I may have of criminal convictions, and to attach details of such convictions
.

I declare that I am not on List 99, or disqualified from working with children, or subject to any sanctions imposed by a regulatory body (such as a General Teaching Council).

I certify that all information given by me on this form and in supporting documents is correct to the best of my knowledge, that all questions have been fully and accurately answered, and that I possess all qualifications which I claim to hold.

I understand that my name will be withdrawn from the list of candidates if, prior to appointment, I am found knowingly to have omitted or concealed any relevant fact about my eligibility for the post, and I acknowledge that such discovery subsequent to appointment is likely to lead to my dismissal without notice.

To the best of my knowledge and belief the information supplied by me on each section of this form is correct.

I hereby consent to the processing of sensitive personal data, as defined in the Data Protection Act 1998, involved in the consideration of this application.

Sign_________________________________________________________

Date_________________________________________________________




	NOTES TO APPLICANTS

· Before signing this form please check that every section has been completed.
· This form and letter should be returned as instructed in the details of the post
· Enclose a stamped addressed envelope if you wish us to acknowledge your application
· You are reminded that this is an application for a post in a Church of England / Church in Wales Voluntary Aided school or a Foundation school in which the governing body is the employer.  If you are appointed, the Contract you will be asked to sign includes the first paragraph of the following clause and may include parts of the second paragraph:-
· As a Teacher in a Church of England/Church in Wales school you are required to have regard to the Christian character of the school and its Foundation and to undertake not to do anything in any way contrary to the interests of the Foundation.

· You are required, if called upon to do so by the Headteacher, to give religious education in accordance with the doctrines of the Church of England/Church in Wales and Trust Deed of the School.  You are required to take part in and lead acts of religious worship, if required by the Headteacher.
· The successful applicant will be required to provide an Enhanced Disclosure & Barring Service check from the DBS.
· The school’s duty of care to the pupils requires that chronological information is sought.  However, the selection process will be free of age bias.
Details of referees

· One referee should be your current or most recent employer.  If you are not currently working with children but have done so in the past, a reference will be required from the employer by whom you were most recently employed in work with children.

· The school will seek references on shortlisted candidates, and may approach previous employers for information to verify particular experience or qualifications, before the interview.

· If you are currently working with children, on a paid or voluntary basis, your current employer will be asked about disciplinary offences relating to children, including any penalty which is time expired, and whether you have been the subject of any child protection concerns, and if so, the outcome of the enquiry or disciplinary procedure.  If you are not currently working with children but have done so in the past, the relevant previous employer will be asked about those issues.  

· References from relatives or friends writing solely as friends will not be accepted.



ADDITIONAL INFORMATION – STRICTLY CONFIDENTIAL

This section of the form seeks additional information pertinent to your application.  It will be removed before shortlisting and will not be seen by any members of the selection panel.

Access to this information will be limited to staff involved in the administration of the appointment process who need it for equal opportunities monitoring purposes or to take action based upon the information provided.

	Position applied for:
	

	Family Name:


	

	Title:


	

	Other names in full:


	

	Preferred name:


	

	Former name(s):


	

	Date of Birth:


	

	MEDICAL HISTORY

Please state, with dates, any serious illnesses or operations you have had:

Do you suffer from recurring ailments?                                                                                         Yes / No
If yes, please specify:

Have you been absent from your employment through illness for more than five days in the last 12 months?                                                                                                                                        Yes / No
If yes, please give details:



	DISABILITY

Do you consider that you have a disability, as defined by the Disability Discrimination Act 1995, which has a substantial and long term adverse effect on your ability to carry out normal day to day activities?

                                                                                                                                                      Yes / No

If yes, please give brief details of the disability and any adjustments which you consider would need to be made to enable you to carry out the duties of a registered teacher:




(Please continue on a separate sheet if necessary)

EQUAL OPPORTUNITIES MONITORING SHEET

This section of the form is for equal opportunities monitoring purposes and will be removed before shortlisting.  It will not be used in any way as part of the selection process.

	Gender (please specify)


	​​​​​​​​​​​​​​_________________________________________________________

	PLEASE INDICATE YOUR CULTURAL / ETHNIC ORIGINS:

This information is included as part of the duty of the school to promote race equality and to ensure equal opportunities for all staff and is recommended by the Commission for Racial Equality (www.cre.gov.uk)



	
	White

	
	British

	
	English

	
	Scottish

	
	Welsh

	
	Other (please specify) 
	

	
	Irish

	
	Any other white background (please specify)
	


	
	Black, Black British, Black English, Black Scottish, Black Welsh

	
	Caribbean

	
	African

	
	Any other Black background (please specify)
	


	
	Asian, Asian British, Asian English, Asian Scottish, Asian Welsh

	
	Indian

	
	Pakistani

	
	Bangladeshi

	
	Any other Asian background (please specify)
	


	
	Mixed

	
	White & Black Caribbean

	
	White & Black African

	
	White & Asian

	
	Any other Mixed background (please specify)
	


	
	Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or other ethnic group

	
	Chinese

	
	Any other background (please specify)
	


	
	Prefer not to state


	
	Religion (please specify)
	


	
	Prefer not to state


Ministerial Reference

COOKRIDGE HOLY TRINITY CHURCH OF ENGLAND (VOLUNTARY AIDED) PRIMARY SCHOOL

Name of applicant: 

Please note that candidates may request to see references. Please indicate whether you are willing to allow the candidate to see this reference or whether you wish this to be confidential to the selection panel. 

I am / am not* willing for the above named candidate to see this reference, if they so request [* please delete as applicable]

This school is committed to safeguarding and promoting the well-being of all children, and expects our staff and volunteers to share this commitment.  

	How long have you known the candidate, and in what capacity?



	Name of place of worship

How long has the candidate attended here?



	Please comment, as far as you are able to, on the following:

Regularity of attendance at public worship

Level of commitment to the wider fellowship and life of the congregation

Any roles held in church / deanery / diocese

Other relevant roles and / or other relevant additional information



	From your knowledge of the candidate, what particular skills and attributes do you envisage the candidate would bring to our school if she / he were to be appointed?                      [please feel free to continue on additional sheets if required]



	Please will you grade the candidate’s personal attributes in relation to the post for which he/she has applied. Please add any comments which you believe to be relevant

	
	Excellent
	Good
	Acceptable
	Poor

	Reliability
	
	
	
	

	Comments



	Relationships with others
	
	
	
	

	Comments



	Communication skills


	
	
	
	

	Comments



	Confidence
	
	
	
	

	Comments




Signed: ……………………………………………..

Date: ……………………...

Please print name: ………………………………..
Thank you, your assistance in this matter is greatly appreciated

Pre-employment checks





School Policies





Completed applications should be returned to:





Cookridge Holy Trinity Church of England (Aided)  Primary School


Green Lane, LEEDS  LS16 7EZ





Tel:		0113 2253040


E-mail: diane.dolphin@holytrinity.leeds.sch.uk





Job Title:	Class Teacher	 





School:	Cookridge Holy Trinity                    Church of England (Aided)  Primary School


Closing date:		7th May 2021 at 12 noon





Forename(s):








Surname:








How do you wish to be addressed in correspondence? (Ms, Mrs, Miss, Mr, other)








Address to which correspondence should be sent if not home address:











Home Address:








Evening telephone number:














Daytime telephone number:











Do you hold a current driving licence?











National Insurance Number:














DfES Number:








General Teaching Council (GTC) Registration Number:





Current or Most Recent Employment





Employer’s Name & Address:














Post Title:














Date from:














Date to:











Salary (including point):











L.A.:














Date able to commence duties:














Previous Employment





Reason for Leaving





Date


From           To





Salary Point





Position


Held





Employer’s Name & Address


(inc L.A. & school)



































Result





Details of Qualification





Awarding Body





Date



































Referee Two














Referee One (Present Employer)














Name and Position:

















Name and Position:








Address, Telephone & E-mail Address:








Address, Telephone & E-mail Address:











Referee Three (Religious Character)





Name: 					          	   Position:








Address:











Telephone:						    E-mail:








� Acceptable documents include: National Insurance card, a birth certificate issued in the UK or Eire, a P45 from your previous employer, a  


   valid passport, or any relevant authorisation allowing you to work in this country.


� Please note that information about criminal convictions will remain confidential and will not be used to determine your general suitability for 


   employment.  However, it will be made available to the panel should you be selected by them for appointment.
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The best for every child


