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Applying for a Job at 
Hart Hill Nursery School




















Dear Applicant,


Thank you for your interest in Hart Hill Nursery School. We are pleased to enclose an application pack for the position of Early Years Teaching Assistant (1).

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 via email.  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 Hart Hill Nursery 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 Thompson – Headteacher Hart Hill Nursery School.

Yours sincerely,

K Thompson

Mrs K Thompson
Headteacher	





















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, please submit a formal letter of application (up to 2 sides of A4) 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 5th June 2026 at 17:00pm



	
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 in writing.

Interviews are scheduled to take place on: 

Thursday 11th June 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.

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 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.

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 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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JOB DESCRIPTION

	TITLE:
	Teaching Assistant (1)

	
	

	SCHOOL:  Hart Hill Nursery School                    
	

	
	

	RESPONSIBLE TO:
	Headteacher/Line Manager/SENCO

	
	

	GRADE:   
	L2 



PURPOSE OF POST: The Teaching Assistant may be deployed to support pupils and staff through the provision of general assistance in the classroom and the school, or to support a child with specific needs (e.g. behavioural difficulties/ or English as an additional language).   

ORGANISATION CHART:  Headteacher/Line Manager/SENCO

                                               Teaching Assistant

PRINCIPAL RESPONSIBILITIES:                   					   %						       

	1.
	Provide support in the classroom to individuals/groups of pupils as directed by the class teacher/line manager (e.g.IEPs, care plans etc.) 
	

	2.
	Follow and implement the school’s behaviour and any related policies and procedures. Invigilate tests and examinations as directed.

	

	3.
	Provide support for learning in the classroom as directed by the class teacher/line manager and help to maintain the order and cleanliness of the classroom environment e.g. putting up displays, (may involve the ‘21 tasks of the National Agreement) 

	

	4.
	Assist in the supervision of children during the working day, on/off site including for example school visits, swimming; accompany children home or to hospital before and after school.

	

	5.
	Assist in classroom preparation.
	

	6.
	Under the direction of the Line Manager/Senco/Headteacher develop and maintain supportive relationships with parents, carers and others of the pupil’s community. Contribute to the care, health and welfare of pupils in accordance with the relevant school policies and support he outcomes of the Every Child Matters agenda.

	

	7.
	Keep records and provide feedback to teaching and other staff on pupils’ behaviour and progress.
	

	8.
	Maintain and respect confidentiality.

	


DIMENSIONS:

Supervisory Management:	None
Financial Resources:	None
Physical Resources:		Classroom Materials, equipment and resources
Other:		

CONTEXT:  
All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  They are required to support and follow all relevant school policies including those for behaviour and child protection. This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.  They should be involved in promoting the acceptance and integration of pupils with special educational needs.  They might also be involved assisting pupils for whom English is an additional language.                                                    

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 
Disclosures are handled in accordance with the DBS Code of Practice which can be accessed via www.disclosure.gov.uk
Physical Effort:  The job is likely to involve some lifting of children and equipment on a regular basis.  Training will be provided where necessary.

Working Environment:  There could be a frequent requirement to deal with vomit and bodily fluids when children are unwell or when following care plans.

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

	Working with children in the Early Years Foundation Stage

	1,2
	
	

	Skills/Abilities

	Demonstrable ability to communicate effectively with children and adults.

Good numeracy skills to support the learning needs of pupils.

Good literacy skills to support the learning needs of pupils.

Able to work as a member of a team.

Able to contribute to the support of children in all areas of personal development.

Able to converse with ease with members of the public and provide effective help or advice in accurate and fluent spoken English

	1,2



1,2,5



1,2,5


1,2


1,2



1,2,5


	
	

	Equality Issues


	Able to recognise and act on discrimination
	1,2
	
	

	Specialist Knowledge

	Knowledge of the Early Years Foundation Stage
	1,2
	An understanding of the ways in which children learn.

Some knowledge of SEND

	1,2



1,2

	Education and Training
	Minimum NVQ Level 2 in childcare or equivalent qualification or willing to train alongside
	1,2
	
	

	Other Requirements

	
	
	Ability to speak a community language.
	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 Disability Discrimination Act (1995), 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)


Supporting Statement Questions

For your Supporting Statement please ensure you answer the following questions.
(1500 words Maximum with 4000 characters in each box)

1. Tell us about your relevant experience, providing examples to demonstrate how you meet the experience criteria on the person specification.

2. Tell us about your skills & abilities, providing examples to demonstrate how you meet the skills and ability criteria on the person specification.

3. Tell us about your specialist knowledge, education and training relevant to this role as stated on the person specification.

4. Tell us of your committed to the principles of equality of opportunity.

5. Tell us how you are able to meet the other requirements as stated on the person specification.


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
















CRIMINAL CONVICTIONS DECLARATION
This document must be completed and bought with you to your interview or we cannot proceed with your interview. 
To be considered for a job you must tell us about any unspent criminal convictions you have - in line with the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198. 
You will also need to declare spent convictions, pending charges/current police investigations, bind overs, warnings/cautions or reprimands. The information you provide will be treated as strictly confidential and will be considered only in relation to the job for which you are applying. 
If you disclose a conviction, it doesn't necessarily mean that we will not consider and appoint you. Our main consideration will be whether the offence would make you unsuitable for the type of work that you are applying for. 
For posts working with children, young people or vulnerable adults, a criminal record check is requested. This check will be cross referenced against the Adults and Children’s Barred Lists. These lists contain details of people deemed unsuitable to work with children or vulnerable adults. All jobs requiring these checks will be identified on the job description. 
In most cases all offers of employment will be subject to the receipt of satisfactory checks. Note, it is an offence to apply, offer or accept to do any work with children (paid or unpaid) if disqualified from working with children. 
	
	Yes
	No

	Are you barred from working with this particular client group?
	
	

	
	
	

	Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Oder 1975 (as amended in 2013) by SI 2013 1198?

	
	

	
	
	


If you have answered YES to the above, please provide further details:
	



Declaration
I declare that the information I have given is correct, and understand that this information may be checked for accuracy against information held by other institutions and/or government departments. I realise that false information or omissions may lead to dismissal without notice and that canvassing councillors, school governors/trustees or employees in connection with this job will disqualify me. 
	Signed:
	
	Date:
	
	

	Print Name:
	
	

	
	
	





Criminal record self-declaration form ROA Exceptions Order 
(standard or enhanced DBS checks)
	Full name 
	     

	Post applied for
	[bookmark: Text2]     

	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.
[bookmark: Text3]     
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  |_|                     

	DECLARATION
I declare that the information provided on/with this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at 
[bookmark: Text4][insert name of school]

	Signed:


	[bookmark: Text5]     

	Date:

	[bookmark: Text6]     




Please return this form to: Hart Hill Nursery School
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