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Dear Applicant

Applicants Information and Guide

Thank you for your recent enquiry.  I am pleased to enclose the following recruitment information pack for the post of Teaching Assistant/Nursery Nurse.

We are looking for people to cover school staff on an as when and required basis.  This may be on a day to day cover or one-week bookings.  I would like to stress that this is not a permanent position and that I am unable to guarantee the amount of work you will be offered or when you will be working.  Please see attached to find out how the pool operates.

Completing the application form

The application form is the only information we have about you; therefore it is up to you to demonstrate on this that you meet the requirements of the job.  Experience of the post you are applying for would be useful, however it may not be necessary. It is important that you complete all sections on the application form including your employment history and detailing any gaps in between, i.e. bringing up a family, time spent travelling, and period of unemployment.  Please note that if you are applying for more than one position you should indicate which ones.  You should also complete a Supporting Statement for each position onto separate pieces of paper including the title of the post at the top of each statement.  

You should use the information provided on the Person Specification as a guidance to complete the application form and supporting statement.

Acknowledgement of receipt of application forms

When an application form is received, an acknowledgement letter will be sent.    Short-listed candidates will be notified by telephone in due course, as interviews are planned around Head/Deputy Teachers availability.

Attached you will also find details of:

· The interview process

· The operation of the Supply Pool

· Pre-employment Clearances

Thank you for the interest you have shown in becoming a member of the Supply Support Staff for Enfield and wish you luck with your application.

Yours faithfully

Christiana Michael

Personnel Officer

Primary Schools Supply Pool

SCHOOLS’ PERSONNEL SERVICE

The Interview Process
Panel: At least Head/Deputy Teacher and Staffing Officer/Staffing Assistant

During the interview the panel will question the candidate to ensure that they are suitable.  The questions are standard to the post and provided by the PSSP.

At the end of the interview process the panel come to a decision as to whether the candidate has been successful or not.
All offers of acceptance on the pool are subject to satisfactory references and checks (eg CRB, Health etc).

Operation of the Supply Desk

The Primary Teachers Supply Pool was re-established on the 1st September 2001.  It has proven successful and is bought into by the Primary Schools within the London Borough of Enfield.  This has now been expanded to include support staff to meet the needs of the Enfield schools. 

The Supply Desk operates from 7.30am to 6.00pm, Monday-Friday.  Outside of these hours we have a voice mail system, which we retrieve messages from daily.  We are flexible and will try to arrange work to suit your requirements.  To assist the Supply Desk in finding suitable placements we recommend that individuals call/text the pool on a weekly basis to update us with their availability. 
What our expectations are:

Teaching Assistants

· To be willing and able to travel to a number of Primary Schools within the Enfield Borough at short notice

· To report to the school at the time requested

· To be prepared to be at school by 8.30am if necessary

· To follow instructions and support the teacher 

· To support the children, whether in a group or on a one to one basis

· To be responsible for the children in your care

· To look after resources and be responsible for supervision of children

· To be aware of Health and Safety within the school

· To exercise confidentiality and professionalism at all times

Nursery Nurses

· To be willing and able to travel to a number of Primary Schools within the Enfield Borough at short notice
· To be educated at Diploma in Nursery Nursing (NNEB) or BTEC National in Childhood studies (Nursery Nursing) or NVQ level III childcare and Education standard

· To assist with the teacher in the educating process

· To report to the school at the time requested

· To be prepared to be at school by 8.30am if necessary

· To be aware of Health and Safety within the school

· To exercise confidentiality and professionalism at all times

The above expectations are that of the Supply Pool.  The school may have their own which they should give to you on arrival.  Each school has their own policy for Behaviour Management and discipline.  General information can be obtained from the school.  If you are not offered any information from the school please ask for copies.

Salary (w.e.f. 1/4/09)

Teaching Assistants will be paid on scale 3.14, which gives an hourly rate of £10.32
Nursery Nurse’s will be paid on scale 4.18, which gives an hourly rate of £11.16

Pre-Employment Clearance

References

You will need to provide details of two referees.  References will be taken up prior to interview unless you indicate otherwise on your application form.  Please list referees who can comment on your skills and abilities for your suitability as a member of Support Staff, i.e. Nursery Nurse, Teaching Assistant or Mealtime Supervisor.  One of these must be your current or most recent employer.

Medical

If successful, you will be required to complete an Occupational Health questionnaire, and if necessary undergo a medical examination.

Criminal Convictions Disclosure

In the event of a successful application and interview, an Enhanced Disclosure will be requested.  As this post is exempt from the rehabilitation of Offenders Act 1974 you will also be required to declare all unspent cautions and criminal offences, including any pending convictions.

Asylum and Immigration Act

We are required to establish that you are eligible for employment in the United Kingdom and, on an offer of employment you will be required to submit an original document for checking.  A list of relevant document is provided in the interview letter.

Please note we are unable to accept applicants who require work permits due to the nature of the work.
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