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Applying for a Job at 
Warden Hill Infant Academy
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Dear Applicant,


Thank you for your interest in Warden Hill Infant School. We are pleased to enclose an application pack for the position of Head of Year/ Class Teacher.

Please read the accompanying information carefully.  Documents explaining the school’s recruitment process and safe recruitment and selection policy are enclosed in your information.  C.V’s will not be accepted for this post.  Only fully completed application forms will be considered.


If you are shortlisted for the role, you will be invited to the interview in writing.  Please note that you will be required to produce original documents proving your eligibility to work in the UK, your identity (document containing a photograph e.g. driving licence and a current and valid British Passport) and qualifications at the interview.

You may be asked to explain any gaps or issues arising from the information you have provided and/or from employment references.
Issues relating to safeguarding and promoting the welfare of children will be explored at interview.

In addition, we reserve the right to contact current or previous employers as part of the verification process and pre-employment checks at the point of short listing unless you have indicated otherwise.

Thank you for your interest in Warden Hill Infant School. We look forward to receiving your application for this post.

If you have any queries with regards to any aspect of the recruitment and selection process, please contact Mrs Maxted – Headteacher Warden Hill Infant School.

Yours sincerely,

L Maxted

Mrs L Maxted
Headteacher	
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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 for which we are recruiting.  We hope you will find this information useful and we look forward to hearing from you.

	
Making an application




Application Form

CV’s are not accepted as part of the application process. 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 (e.g. 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.

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, detailing your experience of delivering teaching and learning and what impact your contribution would make in terms of raising standards at our school.


The closing date for application is:

Friday 17th April 2026 at 9:00am


	
Interview and Selection Process




Those candidates who meet all the requirements for the post will be shortlisted and details of the interview programme will be confirmed via My New Term.

Interviews are scheduled to take place on:
Tuesday 5th May 2026


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.

The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. 

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.


Applicants for this public-facing post will need to demonstrate the ability to converse, and provide effective help or advice fluently in spoken English. 






	
Induction and Continuous Professional Development




The Headteacher and School Governing Body are committed to ensuring your wellbeing and continuous professional development in this role.  On appointment the Headteacher will discuss an appropriate induction programme with you this will help familiarise you with the culture of the school, local practices and policies.

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 such as NVQs.

Support Staff employees new to the Council will be subject to a probationary period of 9 months.



	
Pre-employment Checks




Reference

If you are shortlisted 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.

It is an offence to seek employment in regulated activity if you are on the barred list.

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 Check


Employment at this school is subject to an enhanced check with the Disclosure and Barring Service.  And the completion of a Childcare Disqualification declaration. All such checks must be satisfactory before we confirm any offer of an appointment.

It is an offence to seek employment in regulated activity if you are on the barred list.

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.

If you are permanently removed from employment, due to a safeguarding issue, it is our duty to refer the incident to the Disclosure and Barring Service.

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 identify will also be required.

Medical Assessment

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













	
School Policies




Safeguarding

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 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.
It is the legal duty of the school to assist our colleagues with child protection enquiries. If we have to make a referral to another agency parents and carers will be informed unless informing the parent or carer would put the child at risk of harm. The Safeguarding of Children Policy is available from the school office.


Whistle Blowing

We recognise 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 the 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 wellbeing of all its employees and pupils.

The School Governors and Headteacher 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.  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
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   Headteacher Mrs L Maxted
Birdsfoot Lane, Luton, Beds, LU3 2DN
Tel: 01582 595150
head@wardenhillinfant.co.uk

Early Years Educator

Reports to:	Assistant/Deputy Headteacher
Start date:	1st September 2026
Salary:	L5
Hours:	31.25 hours per week, term time only (39 weeks)

The Role
To support pupils, parents, teachers, and the school to establish a supportive and nurturing learning environment in which children make rapid academic progress and form habits of excellence.

Key Responsibilities
· Provide support for learning and playtimes
· Feeding back to the teacher/SENCO on progress made
· Promote independent learning
· Encouraging children to take responsibility for their own learning and promoting the development of self-esteem
· Delivering interventions and programs for groups and individual children where appropriate
· Liaise with the SENCO
· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ wellbeing by following the requirements of Keeping Children Safe in Education (KCSIE) and the school’s child protection policy


Outcomes and Activities 

Learning Support
· Promote inclusion and acceptance of all children in the school, including those with physical,
learning and social , emotional and mental health difficulties
· Work with teachers to assess the needs of individual children
· Work with the SENCO and other teachers to implement SEN Support Plans and develop resources for children who have: English as a second language, speech or language impairments, or behaviours that interfere with learning and/or relationships
· Plan and facilitate group teaching
· Plan and undertake direction for one-to-one teaching and intervention and maintain records
· Observe, record and feedback information of pupil performance
· Organise and manage teaching space and resources to help maintain a stimulating and safe learning environment
· Assist in creating materials for curriculum delivery and display boards
· Assist with whole class teaching
· Use effective behaviour management strategies consistently in line with the school’s policy and procedures both within and outside the classroom.
· Assist pupils' achievement outside of the classroom, e.g., encouraging and facilitating social interaction at playtime
· Supervise a class if the teacher is temporarily unavailable

Other support
· Supervise children in playgrounds, lunchrooms, etc.
· Liaise with outside agencies and implement programs, e.g., speech/language therapy, occupational therapy, physical therapy
· Maintain pupil and family confidentiality
· Develop effective professional relationships with colleagues
· Attend regular meetings and training as required, building appropriate skills, qualifications and/or experience needed for the role
· Specify resources to aid children’s learning where appropriate
· Run extra-curricular activities and participate in trips and visits

Other
· Undertake other various responsibilities as directed by the Headteacher, Deputy & Assistant Headteacher, Class Teacher and SENCO/Inclusion Manager
· Follow school policies and the staff code of conduct





















Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.
___________________________________________________________________________________
Essential (E) :-  without which candidate would be rejected
Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear  examples 
of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience

	Some experience of child development in pre-statutory school, care and/or education.
Some experience of planning, monitoring and assessment of children’s learning and development.
Demonstrable experience of safeguarding children procedures and processes
	1,2


1,2



1,2
	Recent experience in an educational setting.
Experience of delivering a curriculum for children with special educational needs.

	1,2

1,2

	Skills/Abilities

	Able to contribute positively to the work of a team.
Self motivated in working with parents/ carers and the child’s community.
Able to communicate at a range of levels e.g with children, parents, other professionals etc.
Able to relate observations to records and planning.
Willingness to contribute to the support of children in all areas of personal development and hygiene including toileting programmes.
Able to keep accurate records.
Able to plan play activities to support learning.
	1,2

1,2


1,2


1,2

1,2




1,2
     1,2
	Basic information technology skills, e.g. word-processing, databases, spreadsheets.
	1,2

	Competencies
	Able to demonstrate appropriate motivation to work with young people.
Able to form appropriate relationships with young people.
Emotional resilience in working with challenging behaviours.
Appropriate attitudes to use of authority and maintaining discipline.
	1,2


1,2

1,2

1,2
	
	

	Equality Issues

	Able to identify and act upon discrimination.
	1,2
	
	

	Specialist Knowledge


	Demonstrable knowledge of child development and the six areas of children’s learning and development and able to relate this to practice in small steps.

	1,2
	Some knowledge of the early years’ curriculum
	1,2

	Education and   Training


	NNEB or BTEC or NVQ level 3 in childcare or equivalent qualification.
Commitment to further job related training.
	4


1,2
	First Aid Certificate
Further relevant studies.
Willingness to undertake specific and case related training to meet health and educational needs of named individual pupils.
	1,2
1,2
1,2

	Other Requirements



	Willing to be flexible in scheduling where/when work will take place between home/school/other environments.


	1,2




1,2
	
	



( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise )

We will consider any reasonable adjustments under the terms of the Equality Act 2010  to
 enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, in particular those relating to; 
(i)    Equal Opportunities
(ii)   Health and Safety
(iii)  Data Protection Act (1984 & 1998).


The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.
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Criminal record self-declaration form 
	Full name 
	

	Post applied for
	

	Do you have any unspent conditional cautions or convictions?   
Yes  |_|                        No  |_|

Do you have any spent adult cautions (simple or conditional), or spent convictions, which are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)?                 
[bookmark: Check1][bookmark: Check2]Yes |_|                            No |_|
If you are not sure whether your caution(s) or conviction(s), should be disclosed please contact Nacro for further advice.
If you have answered yes, you now have two options on how to disclose your criminal record.
Option A: Please provide details of your criminal record in the space below.







Option B: You can disclose your record in a written statement provided that you tick the box below and attach the disclosure statement stapled to this form in an envelope. The envelope should be marked CONFIDENTIAL and state your name and the details of the post you are applying for.
[bookmark: Check3]I have attached details of my criminal record separately  |_|                     

	*Only for posts working in regulated activity with children                            
Are you included on the DBS children’s barred list? 
Yes / No

	If yes, please provide details here 


	*Teaching posts only
Are you, or have you ever been, prohibited from teaching by the TRA or sanctioned by the GTCE?  
Yes / No / Not applicable

	If yes, please provide details here 


	*Management posts in independent schools / academies only                                                                        
Have you been prohibited from management of an independent school (s128)?  
Yes / No / Not applicable

	If yes, please provide details here 


[bookmark: Text6]     


	Have you lived or worked outside the UK?
Yes / No 




	If yes, please provide details here 


	Are you subject to any sanctions relating to work with children in any country outside the UK?   
Yes / No

	If yes, please provide details here 


	*Applicants for posts in early years or later years childcare (wrap around care) only

The Disqualification under the Childcare Act 2006
Regulations (2018) state that anyone employed to care for children in early years (children under the age of 5) or later years (wrap-around care for children under the age of 8) is disqualified from that work if they meet certain criteria. 

These criteria include (this is not an exhaustive list): 
· Certain serious criminal offences 
· Court orders relating to the care of your own child
· Being prohibited from private fostering

Do you have any reason to believe you are disqualified from working in childcare? Yes / No 

	If yes, please provide details here 


	Please complete the declaration below:

I declare that all the information I have provided in this disclosure is full and correct at the time of application and that I have not omitted anything that could be relevant to the appointment of someone who will work with children.  I understand that the recruitment panel may be made aware of any relevant information that I have disclosed in order to discuss the matter(s) with me as part of the recruitment process and that, if my application is successful, a risk assessment of the disclosed information will be held securely on my personnel file. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role. 
Signed:                                                                                                                Date:





Please return this form to: pbright@wardenhillinfant.co.uk

Please note that, if you are unsuccessful, this disclosure form will be securely destroyed within 6 months of your application.  
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