
 

 

IMPORTANT INFORMATION 
 
Your application is important to us and we want to make our recruitment process as easy 
and fair as possible. Please take a few minutes to read the following notes and, if there is 
any other assistance we can provide, please do not hesitate to contact us. 
 

 Shortlisting for interview will be based solely on the information you provide on the 
application form. Please include evidence of how you meet each of the criteria set 
out in the Person Specification.  Please do not include a CV as these will be 
disregarded. 

 

 Should you need to use supplementary sheets, please make sure that these are 
clearly marked with both your name and the post for which you are applying.  

 

 The recruitment monitoring form, which is enclosed with the application form, is used 
for monitoring purposes only and is not part of the shortlisting process.  

 

 Please ensure that we receive your application by the Closing Date shown in the 
advert as any late applications will be disregarded. 

 

 If you return your application by post please ensure that you use the correct postage 
rate.  

 

 All applicants shortlisted for Interview will be contacted as soon as possible. If you are 
not invited to Interview and would like feedback please contact us and we will arrange 
for the Recruiting Manager to ring you.  

 

 We are unable to acknowledge receipt of application forms or let candidates know that 
they have not been selected for Interview. Therefore, if you have not heard from us 
within two weeks of the Closing Date, you must assume your application has been 
unsuccessful. 

 

 We take the issue of safeguarding children very seriously and all applications are 
processed accordingly. Please note that any appointments are made subject to 
Enhanced DBS clearance, identity checks, continuous employment/employment gaps 
checks and satisfactory written references. 

 
We have enclosed further guidance with the application form. Please read this before 
completing the form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
     

 
 
 
 

 
Date:  As postmark 

 
Dear Candidate, 
 
Thank you for your enquiry regarding the permanent full-time Class Teacher vacancy, 
starting September 2022.  
 
West Hove Infant School is an ‘outstanding’ 8 form entry school across 2 sites.     
 
Please find enclosed all the information you will need to make your application: 
 
Copy of Advertisement 
Post Details Pack 
Application Form and guidance notes 
Knowledge, Skills and Experience grid 
 
When completing section 5 of the application form – ‘Knowledge, skills and experience 
relevant to the post’, please use the grid provided. It is important that you provide 
evidence for each statement on this form. 
 
Visits to the school are welcomed and encouraged on Thursday 12th May at our School 
Road site and/or Friday 13th May at our Holland Road site, both at 4.00pm.  Please 
telephone the school if you would like to book onto a visit. 
 
The closing date for applications is Thursday 19th May at 12 noon.  Shortlisting will take 
place and successful candidates will be contacted thereafter.  If you are shortlisted, 
interviews will be conducted on Monday 23rd May 2022.  It is not our policy to share why 
an applicant did not get shortlisted. 
 
West Hove Infant School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and children to share this commitment. 
 
We look forward to receiving your completed application form. 
 
Yours sincerely, 

 
 
 

Mrs Wendy Harkness       
Headteacher 
 
 
 

 
 
 
 
 
 



West Hove Infant School 
 

Job Description for Teacher 
 
Title and Grade of Post: Class Teacher 
 
This job description reflects the national qualified teacher status standards. It may be 
amended at any appropriate time, following consultation between the Headteacher and 
teacher, and will be reviewed annually.  Priorities relating to performance management 
objectives will be identified in the performance management documentation. 

Qualified teacher status standards 

Q1. Professional characteristics/qualities and responsibilities 

Teachers with qualified teacher status (QTS) possess the knowledge and skills essential for them 
to be effective classroom teachers. These capacities underpin all the other standards. 
 
Teachers with QTS should be able to: 
 
Q1.1 
demonstrate that they have high expectations of, and establish respectful, trusting and 
constructive relationships with, all the learners they teach. 
 
Q1.2   
support and, where appropriate, contribute to the policies and practices of their workplace and 
share in the collective responsibility for their implementation. 
 
Q1.3  

 understand the contribution that they and other professional colleagues make to the level of 
learners’ attainment and their well-being 

 understand and respect the contribution that parents and carers can make to the level of  
learners’ attainment and their well-being 

 communicate effectively with all children, young people, parents and carers. 
 
Q1.4    
demonstrate a commitment to reflect on and improve their own practice, and take progressively 
increasing responsibility for identifying and meeting their own CPD needs. 
 
Q1.5 
identify and use opportunities to work with colleagues and, where appropriate manage them, in 
order to share and implement effective practice in the classroom. 
 
Q1.6 
adopt an open, positive and constructively critical approach towards innovation. 

Q2. Professional knowledge and understanding 

Teachers with QTS possess the knowledge and skills essential for them to be effective classroom 
teachers. These capacities underpin all the other standards. 
 
Teachers with QTS should: 
 
Q2.1   
have a secure and up-to-date knowledge and understanding of the subjects/subject areas they 
teach in relation to the prior learning, levels of attainment, future progression and transition of 
learners. 
 
Q2.2 
have a working knowledge and understanding of statutory and non-statutory curricula and other 
current initiatives for the subjects they teach.  



 
Q2.3   
know the national and local assessment requirements and arrangements for their subjects, 
including those relating to public examinations and qualifications. 
 
Q2.4  
have a knowledge and understanding of a range of teaching and learning strategies for their 
subjects, and know how to use and adapt them to meet the varied needs of learners. 
 
Q2.5 

 understand how the progress and well-being of learners are affected by a range of influences 
and use this knowledge to inform their teaching and to support learners effectively 

 be aware of current legislation concerning the safeguarding and promotion of the welfare of 
children and young people. 

 
Q2.6 
know how to use skills in literacy, numeracy and information and communication technology (ICT) 
to underpin their teaching and support their wider professional activities. 
 
Q2.7   

 understand their responsibility to make effective provision for all learners and take active and 
practical account of the principles of equality, inclusion and diversity in their teaching 

 know and understand the roles of colleagues and other professionals who have specific 
responsibilities for learners who are gifted and talented or who have other special learning 
needs. 

Q3. Teaching, learning and assessing 

Teachers with QTS possess the knowledge and skills essential for them to be effective classroom 
teachers. These capacities underpin all the other standards. 
 
Teachers with QTS should: 
 

Q3.1 

 work collaboratively with colleagues as appropriate to assess the learning needs of all those 
they teach and set them appropriate learning objectives and targets 

 work effectively as a team member in making a positive contribution to learners’ attainment 
and their enjoyment of learning 

 ensure that colleagues working with them in the classroom are appropriately involved in 
formulating lesson objectives and agreeing the role(s) they are expected to fulfil. 

 
Q3.2 

 establish a purposeful learning environment where learners feel safe and secure and 
confident 

 build constructive relationships and have high expectations of learners’ behaviour 

 establish a clear framework for classroom discipline to manage learners’ behaviour 
constructively and promote self-control and independence. 

 
Q3.3 

 plan lessons and sequences of lessons for the short, medium and long term 

 teach well-organised lessons and sequences of lessons, informed by a sound and secure 
base of subject knowledge 

 use a range of teaching strategies and resources to enable all learners to learn and make 
progress 

 evaluate the impact of their teaching on learners’ progress and adjust their practice where 
necessary 

 identify and implement a range of suitable opportunities for learners to develop their literacy, 
numeracy and information and communications technology skills. 

 
 
 



Q3.4  

 make appropriate use of a range of monitoring, assessment, recording and reporting 
strategies as a basis for discussion with learners, and provide them with accurate and 
constructive feedback on their attainment, progress and areas for development 

 communicate this information succinctly to parents, carers and colleagues 

 reflect on the quality of their teaching and its impact on learners’ progress and use the findings 
to inform their planning and classroom practice. 

 
Q3.5  
enable learners to: 

 reflect on their learning 

 identify the progress they have made 

 identify their emerging learning needs 

 become successful independent learners. 
 
Q3.6 
Be aware that teaching the Basic Skills is the responsibility of all staff. 

 
Subject leadership 
 
As part of the standards outlined above, you will have leadership and management responsibilities 
for a curriculum subject as follows: 
 

 To have very good subject knowledge so that you can lead in writing, developing and 
reviewing whole school policy documents and schemes of work in your subject that will 
support good learning and teaching and encourage high expectations and high attainment. 

 
 To evaluate learning in your subject and write appropriate action plans that will develop 

learning and teaching and promote high standards. 
 

 To monitor and ensure the effective implementation of agreed policies and schemes of 
work throughout school, supporting teachers in developing good practice within their 
classrooms. To maintain the subject leader’s file and a portfolio demonstrating good 
standards of attainment across all aspects of the subject across all year groups. 

 
 To co-ordinate information and resources and ensure that an accurate and up to date 

inventory of all resources is kept and made available to staff. 
 

 To be responsible for the ordering and fair distribution of all resources, keeping within the 
delegated budget; to keep careful accounts of the expenditure according to agreed 
practice. 

 
 To keep the headteacher and colleagues informed of any major developments and 

initiatives and ensure that the school is well placed to respond to them. 
 

 To lead on all professional development activities for your subject. 
 

 To attend relevant courses and feedback information and materials to colleagues. 
 

 To maintain a teacher’s resource area for shared reference and teaching resources. 
 

 To draw up any specific timetables or rotas related to your subject e.g. for special events 
such as ‘curriculum weeks’ 

 
 To inform Governors and Parents of key developments within your subject and to produce 

any written reports as may be required. 
 
West Hove Infant School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this commitment.  
All new staff will be DBS (Disclosure and Barring Service) checked at an advance level. 

 



Person Specification 
 

Job Title:  Class Teacher  
Grade:  Teacher Main Scale 
Department:  West Hove Infant School  
 
 ESSENTIAL CRITERIA 

 

Job Related 
Education and 
Qualifications and 
Knowledge 

 To have gained qualified teacher status 

 To be professionally ambitious in your career development 
 
 

Experience  Experience and understanding of the education of 4-7 year olds 

 Evidence of exemplary and recent classroom practice 

 Own a clearly developed set of strategies for successful 
classroom management that has survived examination in a 
classroom context 

 Evidence of having led curriculum planning and development 

 Evidence of recent and appropriate professional development 

 Have developed their own clearly developed set of principles 
that show an understanding of how children learn 

 

Skills/Abilities  Boundless enthusiasm for teaching 

 Ability to work effectively within a large team across two sites 

 Well-developed interpersonal skills 

 Ability to communicate effectively to a range of audiences 

 Ability to develop the use of outdoor space to complement and 
enhance curriculum provision 

 Ability to oversee assessment procedures, analyse data from 
the school and use this to drive school improvement 

 Ability to plan, monitor and evaluate 

 Ability to liaise with parents and colleagues to ensure smooth 
transitions between phases 

 Show a clear commitment to putting our children first 

 Willingness to engage in self-reflection, research and having 
opportunities to develop own practice 

 Ability to add to the positive atmosphere in the school 
 

Equalities  To be able to demonstrate a commitment to the principles of 
Equalities and to be able to carry out duties in accordance with 
the Council’s Equalities Policy 

 Demonstrate an understanding of the importance of forming and 
maintaining appropriate relationships and personal boundaries 
with children and young people 

 Demonstrate emotional resilience in working with challenging 
behaviours 

 
West Hove Infant School is committed to safeguarding and promoting the welfare 
of children and young people and expects all staff and volunteers to share this 
commitment.  All new staff will be DBS (Disclosure and Barring Service) checked at 
an enhanced level. 



Name: 
 

Section 5 – Knowledge, Skills and Experience relevant to the  
Post of Class Teacher  

 

 
School Requirements – Essential 

Criteria 
 

 
Candidate’s Knowledge, Skills, Experience 

Job Related Education and 
Qualifications and Knowledge 
 

 To have gained qualified teacher 
status 

 
 

 To be professionally ambitious in 
your career development 

 

 
 
 
 
 

 
 
 

 

Experience 
 

 Experience and understanding 
of the education of 4-7 year olds 

 
 

 Evidence of exemplary and 
recent classroom practice 

 
 

 Own a clearly developed set of 
strategies for successful 
classroom management that has 
survived examination in the 
classroom context 

 
 

 Evidence of having led 
curriculum planning and 
development 

 
 

 Evidence of recent and 
appropriate professional 
development 

 
 

 Have developed their own 
clearly developed set of 
principles that show an 
understanding of how children 
learn 

 

 
 
 

 
 
 
 

 
  

 
 

 
 

  
  

 
 

 



 

Skills/Abilities 
 

 Boundless enthusiasm for 
teaching 
 
 

 Ability to work effectively within a 
large team across two sites 

 
 
 

 Well-developed interpersonal 
skills 

 
 
 

 Ability to communicate 
effectively to a range of 
audiences 

 
 
 

 Ability to develop the use of 
outdoor space to compliment 
and enhance curriculum 
provision 
 
 
 

 Ability to oversee assessment 
procedures, analyse data 
from the school and use this to 
drive school improvement 

 
 

 Ability to plan, monitor and 
evaluate 

 
 
 

 Ability to liaise with parents and 
colleagues to ensure smooth 
transitions between phases 

 
 
 

 Show a clear commitment to 
putting our children first 

 
 
 

 Willingness to engage in self 
reflection, research and having 
opportunities to develop own 
practice 

 
 
 

 
 
 
 
 

 
 
  
 

 
 
 
 

  
  
  
  
 

  
 
 
   
 
  
  
 
  
 
  



 
 
 

 Ability to add to the positive 
attitude atmosphere in the 
school 

 
 
 
 

Equalities 
 

 To be able to demonstrate a 
commitment to the principles of 
Equalities and to be able to carry 
out duties in accordance with the 
Council’s Equalities Policy 

 
 

 Demonstrate an understanding 
of the importance of forming and 
maintaining appropriate 
relationships and personal 
boundaries with children and 
young people 

 
 

 Demonstrate emotional 
resilience in working with 
challenging behaviours 

 
 

 
 
 

 
 
 

 
 
 



 

 
S U M M A R Y  S T A T E M E N T  O N  U S E  O F  D I S C L O S U R E  

I N F O R M A T I O N  I N  R E C R U I T M E N T  &  S E L E C T I O N   
 
 
Introduction 
Thank you for applying for a position within Brighton & Hove City Council.  You have 
applied for a post or voluntary work that falls under the definition of ‘regulated position’ 
under exemptions to the Rehabilitation of Offenders Act 1974. This means that a criminal 
conviction check (or disclosure) will be undertaken on any individual who is offered the 
post.  Where appropriate (where the post involves working with children or vulnerable 
adults) details will also be checked against the Department of Health and Department for 
Education & Skills lists. These checks are undertaken by the Disclosure & Barring Service 
(DBS) only when a conditional offer of employment has been made but you will be asked 
during the recruitment process to declare any relevant information. 
 
It is the intention of Brighton & Hove City Council not to discriminate unfairly against 
individuals on the basis of their previous offending history.  Possession of a criminal 
record is not an automatic bar to obtaining employment or voluntary work.   
 
The purpose of this Statement is to provide assurance to applicants that the information 
released in Enhanced Disclosures is used fairly and that sensitive personal information is 
handled and stored appropriately and kept for only as long as necessary. 
 
Handling of Disclosure Information 
Recipients of Disclosure Information at Brighton & Hove City Council will only disclose this 
information to the recruiting manager and Human Resources Manager.  Unauthorised 
disclosure of any information provided by the DBS is an offence under Section 124 of the 
Police Act 1997.  
 
Disclosure Information will be securely stored and will be retained for a maximum period 
of six months unless, in exceptional circumstances, formal written agreement of the DBS 
is obtained to retain them for a longer period. Brighton & Hove City Council as a 
Registered Body must comply with the DBS Code of Practice. All matters relating to the 
use of Disclosure Information will be undertaken in accordance with the DBS Code of 
Practice and Brighton & Hove City Council’s Code of Practice on the Use of Disclosure 
Information. 
 
Further Information 
If you are successful in obtaining a conditional offer of employment (or have been 
accepted as a volunteer), you will be sent further information on the Disclosure process 
including guidance on completion of the Disclosure Application Form.  Disclosures for 
employment will be funded by the Council and Disclosures for Volunteers are free of 
charge. 
 
Further information on the DBS and the Disclosure process including the DBS Code of 
Practice can be obtained by visiting the web site: www.homeoffice.gov.uk/dbs or by 
calling 0870 90 90 844. 
 
Further information on the Council’s Policy on the Recruitment of Ex-Offenders and the 
Code of Practice on the Use of Disclosure Information can be obtained by contacting 
Human Resources on (01273) 292313. 
 

 
 

http://www.homeoffice.gov.uk/dbs

