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SUFFOLK NQT FIRST APPOINTMENT - NOTES OF GUIDANCE 2009/10
	Introduction


This information is for trainees who are looking for their first teaching post and newly qualified teachers who are still seeking their first teaching post and who qualified after 7 May 1999. It explains how you should apply for a teaching post in Suffolk and what will happen to your application.

These arrangements apply only to those primary, middle upper/high and special schools which belong to the Teacher Recruitment and Retention Service. This is 80% of primary schools, 75% of middle schools and 58% of secondary schools in Suffolk.

We are looking to attract candidates of the highest calibre who wish to begin their career in maintained schools in this Local Authority. We welcome applications from all candidates and especially from those who are under represented in the teaching profession, mature entrants to the profession and others who have commitments, which may limit their availability to particular areas or regions of the County.

	How Do I Apply?


· Use the Suffolk Application for a First Teaching Appointment form available on the Teacher Recruitment and Retention website at: www.suffolk.gov.uk/teach 
· You need only submit one application

· Use these notes of guidance to help you complete the form (also available on the website)

· You can apply at any point during the year, but if you wish to be considered for interview for the primary/middle school Pool, your application must be received no later than 31 January 

	How Does the Applications Process Work?


The arrangements are designed to maximise your opportunities to obtain a teaching post in Suffolk. Through applying to the Teacher Recruitment and Retention Service your details will be available to over 271 Suffolk schools.
· There are different arrangements for primary, middle and secondary applicants.

	Secondary Applicants


· The Teacher Recruitment and Retention Service operates a ‘Clearing House System’ for applications

· You register your interest in teaching in Suffolk by completing the NQT application form and your name will be added to the relevant subject list

· You can register your interest in teaching in Suffolk at anytime during the academic year
· All applications will have references taken up

· From February details of all applicants, listed on a subject basis, will be available to all middle, upper and special schools in the service

· Headteachers of schools with suitable vacancies will be able to access your application form and contact you directly to invite you for interview at the school

· As soon as you obtain a post in Suffolk, or elsewhere, you must let the Teacher Recruitment and Retention Service know so that Headteachers have accurate information about NQT availability.

	Primary and Middle Applicants


· The Teacher Recruitment and Retention Service operates a ‘Pool’ system for primary and middle school applicants

· You register your interest in teaching in Suffolk by completing the NQT application form

· All applications received before the 31 January closing date will be assessed and graded by a panel of Headteachers, LA Advisers and Officers
· The following criteria are used to assess and grade the application forms:
	· Correct use of standard application form; neatly, properly and fully completed in all respects, clear communication and accurate written Standard English
· Appropriate understanding of current educational issues; curriculum, pupils’ standards of achievement, quality of teaching, subject specific knowledge
· Ability to evaluate as well as describe teaching and learning experience

· Qualifications including degree and any other qualifications. Richness of interests and/or experience which broaden horizons


· On the basis of the initial assessment all application forms will be graded (A – E). Selected applicants will be shortlisted and offered a Pool interview. These will be held in each of the three Suffolk areas during 10th-12th and 15th-16th March 2010. If offered an interview you will normally know by the end of February

· Applicants interviewed will be awarded two additional grades (A – E) based on:

(1)
The overall assessment of performance at interview
(2)
The quality of the references especially those from ITT providers and school based work

      These grades relate to the following criteria:

	A      Would be an excellent appointment to any school
B      Would be a good appointment to any school

C      Has the potential to be an effective teacher

D      Has the potential to be an effective teacher, but would need extra support  

         initially

E      On present evidence, would need considerable extra support during 

        induction (i.e. beyond that which a school would normally expect to provide  

        for an NQT)


·  At the end of the Pool recruitment process, interviewed applicants will have a profile of three grades
· In March schools will have access to a list of the names and basic details, including any grades awarded, of all applicants to the Pool, whether or not they have been interviewed

· In April the Teacher Recruitment and Retention Service will write to you and let you know your grade profile

· Applicants will be listed according to the Key Stage(s) for which they have been trained and as identified on their application form

· Headteachers of schools with suitable vacancies will be able to access your application form, references and interview report form (if you have been interviewed) and will contact you directly to invite you for interview at the school

· As soon as you obtain a post in Suffolk, or elsewhere, you must let the Teacher Recruitment and Retention Service know so that Headteachers have accurate information about NQT availability.

	Guidance on Completing the Application Form


A separate curriculum vitae is not regarded as an adequate alternative to completion of the standard Suffolk NQT application form. 

All sections of the form should be fully completed. 

The form may be word processed or handwritten (shortlisting panels have commented on a preference for word processed forms) and returned electronically or by post. Electronic return will speed the process, at this end, and you are encouraged to use this method of return as it will enable schools to have quicker access to your form and details. 

Electronic Returns

To complete the form electronically, firstly save the form on to your hard drive/pen drive etc. Do not attempt to fill in the form without first saving it, as you will not be able to save and return to it at a later point. With the form saved on to your hard drive etc, you can complete it and amend this at your leisure. When it is complete, send it as an email attachment to teachsuffolk@suffolk.gov.uk and remember to keep a copy. If you want to also send in a signed copy of your form by post you can do so.

The form is designed to allow you to use only the designated space for your response. Please keep to this and remember that your ability to communicate information in a succinct way will contribute to the quality of your application.

Your application form, together with your references and interview report form, is the only information that prospective employers will have about you. You should take care that it reflects well on you and your potential as a teacher. 

For applicants to the primary and middle school pool at the initial assessment/shortlisting the application form will provide the evidence on which initial judgments about your quality as a Pool applicant will be made.

Section 1 – Contact Details

Please take care with the accuracy of telephone numbers and email addresses. Schools will want to contact you directly and often at short notice. 
Section 2 – Preferred Post

For primary and middle school applicants, the information provided in this section will help us to decide which set of pool interviews will be best suited to assess your knowledge, skills and understanding.

Headteachers receiving your application form will also need to know whether you are prepared to consider a post anywhere in Suffolk, or if you have a preference as to which area and/or town in the county you are prepared to work. Please be as clear as you can about this as it will help schools in their selection and avoid you being contacted unnecessarily. If it helps, please shade the area of the map which represents your preferred working area. 
Section 3 Education and Training

Also include your GCSE, or equivalent, qualifications and grades

Section 6

Please note that your training provider will automatically be asked for a reference along with Headteachers of schools where you have undertaken any teaching practice. You are also invited to give the names and addresses of up to two further referees who can comment on your professional skills and qualities, such as previous employers, where applicable. 
Section 7

Each response must fit and stay within the box designated. Please do not expand your response beyond this. You should bear in mind that aspects of the criteria (above) will be applied to your personal statement and that this is an important section of the form used to decide whether you will be called for a Pool interview. It will also be a significant factor in helping Headteachers and Governors to decide who to call for interview. Allowance will be made for the fact that some trainees will have had considerably more teaching experience than others at the time of their application. The questions are also likely to form part of an interview agenda.
Section 8

The Local Authority reserves the right, in appropriate circumstances, to require applicants to produce a certificate of fitness to teach from an approved medical practitioner before a post is offered.

Section 9

Where possible you should sign and date your form. If you are sending the form electronically you will be required to sign your declaration at the time of your appointment to a school. If you wish to receive an acknowledgement that your form has been received, please email teachsuffolk@suffolk.gov.uk allowing at least five working days from the date of the form being sent. 

Job Application Survey

Please complete the Job Application Survey, on pages 9 and 10, which will help us to monitor our recruitment and selection processes. The details you will supply will be used for the purpose of monitoring the equal opportunities policy. Analysis of the information will not be in a form that identifies you, nor will it be used in selecting or not selecting you for interview.

	Frequently Asked Questions about the NQT Application Process


What happens if my application arrives after the closing date?

Your name and details will be added to the primary/middle list as relevant. This list is up-dated and made available to schools on a regular basis. Headteachers are aware that there will be high quality applicants among those who have missed the closing date and will be looking out for, and wish to consider, such applicants. We welcome applications at any stage of the recruitment process – it is never too late to apply. For secondary applicants there is no closing date.
What about candidates not interviewed for the primary/middle school pool?

Pool interviews offer applicants the opportunity to provide further evidence of their quality and to see a Suffolk school at first hand. They are not used to select applicants to be included in the Pool. If you are not offered a Pool interview your name and details will still be included in the information sent to schools, alongside applicants who have been interviewed. Headteachers will give careful consideration to all applicants on the list who match their vacancy. 

What if I decide I want to leave the NQT Pool?

If you do not wish to remain in the Pool, you just contact teachsuffolk@suffolk.gov.uk and ask for your name to be removed from the lists. You can do this at any time, but must do this once you have accepted a job.

How does the three grade profile work?

If you have participated in the whole Pool process, including interview, you will be allocated three grades – one for each of the different elements of the selection process: Application Form/ Interview/ References.
The profile is designed to give schools an initial, but holistic snapshot of your potential as an NQT. In considering your potential Headteachers will consider the whole profile and not just base their decisions on individual elements. Your profile can enable your stronger areas to balance out any weaker areas.

What if I see a vacancy at an individual school?

Some schools in the Teacher Recruitment and Retention Service, and all those who do not belong to the service, will also advertise posts in the Times Educational Supplement and in the local press. The Suffolk website also has a vacancy bulletin, up-dated weekly during term-time, which can be accessed at www.suffolkjobsdirect.org/ .  If you see a post that interests you, you are advised to apply directly to the school concerned. If the school belongs to the Teacher Recruitment and Retention Service you may not be required to complete another application form.

What support does Suffolk give to its NQTs?

Suffolk recognises that newly qualified teachers face particular difficulties at the outset of their career and is pleased to offer some financial assistance to help meet some of the initial expenses. Further information about this can be found on the Teacher Recruitment and Retention website at: www.suffolk.gov.uk/teach 
Suffolk also provides a first-class induction programme for NQTs. Further information can be found at www.suffolk.gov.uk/workingwithchildren  then click on schools and then on newly qualified teachers 
Can I apply to other LAs as well as Suffolk?

Yes. You can apply to other LAs and directly to schools. Applying to the Suffolk Pool through the Teacher Recruitment and Retention Service does not commit you to accepting a post in a Suffolk school, although we hope that you will want to work in Suffolk. When you secure a post we ask that you let us know, as soon as possible, so we can maintain the accuracy of our availability lists to schools.

By applying to Suffolk through the Teacher Recruitment and Retention Service will I be allocated to a specific post/school?

No. The Suffolk NQT application process does not operate in that way. All offers of appointment are made by Governing Bodies of individual schools and not by the Authority. All schools in the Teacher Recruitment and Retention Service will have access to your application. You are not obliged to accept an offer of a post, but a verbal acceptance of an offer of employment is regarded as ethically binding on all concerned. Therefore you should not verbally accept such an offer if you have any doubt as to your commitment to the school or Suffolk.

	Further information about teaching and living in Suffolk


Look at the Teacher Recruitment and Retention Service website at:  www.suffolk.gov.uk/teach 

Or contact teachsuffolk@suffolk.gov.uk    Telephone: 01473 264582  
For information on Suffolk go to: www.visit-suffolk.org.uk     
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