
   

 

 

 

PSYCHOLOGY TEACHER 

(Maternity Cover) 

CANDIDATE APPLICATION PACK 

Closing date:  Friday 20th March 2020 

Interview Date: W/B 23rd March 2020 

 

 

‘Creating tomorrow’s citizens today’ 

 Headteachers Welcome 

 Information about Hertford 

 Teacher job description 

 Person Specification 

 Application form guidance notes 

 Job application form 

 Person specification form 





   

 

Welcome to Simon Balle All-through School 

I am delighted that you are requesting information for the post of Psychology Teacher I and look 
forward to reading your application. 

 
Simon Balle All-through school is a unique setting. It is only the second all-through school in 
Hertfordshire, where, from September 2015 reception aged children joined our highly successful and 
over-subscribed school. Currently we have 300 children in our Larch Centre – two forms in reception, 
two forms in Year 1, Year 2, Year 3 and year 4. 

 
Our school has an excellent reputation as a school which has an incredibly strong ethos of individual, 
community and academic success. Our approach is innovative, creative and flexible. 
 
We are a school which is driven by clear beliefs and values.  This was seen so clearly by “Her 
Majesty’s Inspectors” when Ofsted visited our school in May 2018. They observed that: 
 
“Strong moral values underpin the school’s ethos and aims. Leaders treat all pupils as individuals” 
 
We are indeed relentless in our quest. We believe that at Simon Balle our pursuit must be to 
educate future generations with the knowledge, skills and wisdom by providing a first class 
education. 
 
“Pupils typically experience teaching which is of a consistently high quality. Teachers have strong and 
secure subject knowledge and convey their enthusiasm for their subject very well to pupils and keep 
them up to date with the latest developments” 

 

Our aspirations and expectations for each young person are very high.  We do not accept 
second best academically and this can be clearly seen when analysing our examination 
results. Students make great progress here in their studies. 
 
“Pupils progress is rapid and sustained.  All groups of pupils achieve very well across a wide 
range of subjects” 
 
“The curriculum is broad and balanced and provides children with excellent opportunities to 
develop their skills and nurture their talents” 
 
“Pupils respond to their teacher’s high expectations. They are expected to try hard and 
achieve highly whatever their starting points. Pupils relish the opportunity to challenge 
themselves” 
 
The school creates an extremely happy and positive learning environment where all children 
flourish. Children are expected to learn to be independent in terms of how they conduct 
themselves and their ability to develop study habits. This belief in the worth of the 
individual means that we simply care and the children know this daily. 
 
“Teachers will move mountains to make sure you’re happy” 
 



   

It is a calm and orderly school. We educate all children to learn how to live well together, to 
show dignity and respect. 
 
“Pupils’ behaviour is exemplary. Relationships between teachers and pupils are strong. They 
are exceptionally well mannered and are well equipped to be model citizens” 
 
So, our mission is to develop the whole person. Our range of enrichment opportunities is 
impressive and in particular we are well known for the outstanding musical experience our 
students get as well as the incredible sporting successes. 
 
Our students thrive; most stay on into our successful sixth form and indeed others transfer 
to join them. The majority of students go onto university courses or prestigious 
apprenticeships, following their dream in a wide range of subjects. 
 
With a common and shared vision, parents work very closely with us and thus a true 
partnership is formed. 
 
“Parents and carers, staff and pupils are overwhelmingly positive about the school and its 
aims. Communication with parents is highly effective” 
 
“The school has been the best I could have hoped for, for my son.  He has made fantastic progress 
and enjoys going to school. I can honestly say I would not want my children to attend any other 
school” 
 
We are so proud of our community here in Hertford. Our students leave us fully prepared for the 
next stage in their lives. Thus we are indeed “creating tomorrow’s citizen’s today”. 
 
I look forward to receiving your application and hopefully meeting you in the near future. 

 
Alison Saunders 
Headteacher 
 
 
 
 
 
 

 
 
 
 
 
 

 

 

 

 



   

Information About Hertford 

 

What constitutes a great town?  The answers could include components such as a friendly 

and active community, good schools and public amenities, leisure and recreational facilities 

and a pleasing and safe environment; these may be top of the list. Great transport link, 

convenient and exciting shopping areas, a wealth of clubs and societies, interesting and 

historical architecture and beautiful surrounding countryside may also feature as important 

factors. Throw in a river or two, a common, 

a castle and an island and the town is 

imbued with assets that make it special. To 

find a town that boasts all of these assets 

you need look no further than Hertford.  

 

 

 

 

Hertford is a delightful mixture of old streets and 

wide public places whilst being a thriving 

contemporary town with many independent 

shops and businesses. It has a lively café culture, 

a great selection of pubs and restaurants, a 

theatre, cinema and music venues. 

Transport links and a proximity to London, 

Harlow and Stevenage make commuting from 

Hertford a viable option. Both Stansted and Luton airports are within easy reach. There is a 

very good selection of primary and secondary schools in Hertford which really has 

something to offer everyone no matter what their age. 

 

 

There is a lot more to tell you about Hertford but to find out even more go to  

http://www.localauthoritypublishing.co.uk/flip_guides/hertfordguide/index.html 

 

http://www.localauthoritypublishing.co.uk/flip_guides/hertfordguide/index.html


   

How to find us 

 

 

 

Simon Balle School 

Mangrove Road 

Hertford 

Herts 

SG13 8AJ 

Tel: 01992 410400 

Fax: 01992 410401 

 

The school office is open between 7:45 am and 4:30 pm Monday – Friday 

email admin@simonballe.herts.sch.uk  (please note this email address is monitored 

throughout the school day during term time and checked at least twice a week during 

school holidays) 

 

  



   

 

SIMON BALLE ALL-THROUGH  SCHOOL 

Teacher 

 

Job Description 

 

 

                                           

Mangrove Road 

Hertford, Herts 

SG13 8AJ 

Tel: 01992 410400 

www.simonballe.herts.sch.uk 

 

Headteacher: 

Alison Saunders 

 
 
 
 
 

 
 



   

“Teachers make the education of their students their first concern, and are 

accountable for achieving the highest possible standards in work and conduct. 

Teachers act with honesty and integrity, have strong subject knowledge, keep their 

knowledge and skills as teachers up to date and are self-critical; forge positive 

professional relationships; and work with parents in the best interests of their 

students”.  (Pre-amble to Teachers’ Standards) 

Key Responsibilities: 

 Under the reasonable direction of the Head Teacher, carry out the 

professional duties of a school teacher as set out in the Teachers’ 

Standards and the School Teachers’ Pay & Conditions Document 

 To actively promote the ethos of Simon Balle School & contribute 

effectively to the professional learning community  

 To set high expectations which inspire, motivate & challenge all 

students  

 To plan, implement & deliver an appropriate curriculum which is 

differentiated to meet the learning needs of all students 

 To plan & teach good sequence of lessons, using accurate & relevant 

data to produce productive assessment tools 

 To promote, support & monitor the overall progress & personal 

development of students both as a teacher & form tutor 

 To be a positive professional role model, who builds effective 

relationships which show tolerance, dignity & respect for the rights of 

others   
 

Core Expectations 

 A teacher at Simon Balle must: 

 Be aware and responsible for safeguarding and promoting the welfare 

of students 

 Have the highest expectations for all students 

 Ensure that their teaching is within the framework of the specification, 

follows the Scheme of Learning & is in line with Departmental 

expectations 

 Prepare all lessons thoroughly to ensure that all students make progress 

are highly engaged & motivated 

 Use a range of learning strategies, make learning intentions explicit & 

review impact systematically 

 Develop both skills & knowledge, creating independent curious 

learners 

 Establish & maintain a safe & stimulating learning environment, devoid 

of clutter & one which can promote flexible learning approaches 

 Require high standards of conduct from students; ensure that uniform is 

work correctly, in line with the schools’ ethos. Use a range of strategies, 

using praise, sanctions & rewards with fairness & consistency 



   

 Be familiar with students’ prior achievements, target grades & current 

progress & use this information to plan learning 

 Mark & assess students’ work, ensuring that feedback is diagnostic, 

formative, accurate & positive, reflecting the schools’ Marking & 

Feedback procedures 

 Keep records in line with school policy which show that student 

progress is being reviewed & monitored regularly 

 Write reports, references & other formal requests to record student 

progress & achievements 

 Regularly inform & consult with other teachers, Heads of Year, Head of 

Department & attend consultation meetings with parents as indicated 

in the annual calendar 

 Actively promote the delivery of SMSC (spiritual, moral, social, cultural 

education) & other key priorities highlighted in the School & 

Departmental improvement plans 

 Attend all meetings as calendared  

 As requested set work for absent students (e.g. sickness/ exclusion) & if 

absent yourself from teaching lessons 

 Cary out duties in line with the published Rota; attend assemblies & 

other student activities as requested 

 Participate in & be prepared to lead from time to time, enrichment 

activities such as trips, competitions & clubs 

 Be committed to continuous professional development, improving your 

teaching by keeping up to date with both subject knowledge & 

pedagogy. Understand the importance of self-reflection & the role of 

appraisal, identifying personal goals & strategies to meet career grade 

expectations. 

 Actively participate in the range of continuous professional learning 

opportunities on offer, for example, INSET, meetings, coaching, 

mentoring, action research, professional library, other school visits etc. 

as appropriate 

 Respond to any reasonable request made by a Senior Colleague to 

support the smooth running of the school. 

 

 
This job description will be reviewed annually & may be subject to amendment or 

modification at any time after consultation with the job holder. It is not intended to 

be a definitive list of all activities but it sets out the main expectations of the school in 

relation to the post holder’s professional responsibilities & duties 

 

January 2017 

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. This 

post is subject to a satisfactory Disclosure and Barring Service (DBS) Enhanced 

Disclosure Certificate. 



   

 

SIMON BALLE ALL-THROUGH SCHOOL 
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Person Specification 
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Person Specification – Psychology Teacher  
 

 

 

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. This 

post is subject to a satisfactory Disclosure and Barring Service (DBS) Enhanced 

Disclosure Certificate. 

 

 

 

 Essential Desirable 
 

Qualifications  Education to degree standard with 
required subject specialism  

 Qualified teacher status 

 Evidence of professional 
development 

 Further degree/ professional 
qualification 

 

Experience  Proven classroom teacher within 
the secondary school age range. 

 Experience of managing student 
behaviour 

 Demonstrate a good working 
relationship with parents. 

 Very good or outstanding 
classroom practitioner 

 

 
 

Knowledge  Understanding of current 
educational issues 

 Knowledge and understanding of 
subject specific issues 

 Understanding of how data 
supports the raising of standards 

 Understanding of different learning 
styles 

 

 
 

 
 

 

Personal qualities  Drive and commitment 

 Be able to embrace change 

 Excellent communication and 
interpersonal skills 

 Reflective, self-critical, motivated, 
flexible and ambitious 

 



   

 Simon Balle School 

Guidance Notes and Information for Applicants for  

Teaching Posts in Schools 

 

INTRODUCTION 

The application process is in 2 parts in order to serve 2 separate purposes: 
 

a) The main Job Application Form asks for detailed information about you and your 
work history. The purpose of the form is to make sure that, as far as possible, 
applicants who might be at risk to children are not considered for appointment. The 
detail that is asked for complies with national guidance on safe recruitment 
procedures for appointments to schools. 

b) The Person Specification Form is the key document that is used for shortlisting and 
selection. 

 

By separating the 2 parts, it is possible to avoid unlawful or unfair discrimination. These 

include discrimination on the grounds of sex, race, religion, disability, age and sexuality, but 

also discrimination for reasons that are not related to the ability to do the job.  

You must complete all parts of the application form. CVs are not acceptable; neither is 

an application form that simply refers to an enclosed CV. 

POST APPLIED FOR 

This might have already been completed for you. If not, please complete yourself. 

PERSONAL DETAILS 

The information given here will be used to contact you and to identify you accurately when 

contacting referees. The information will not be used in the selection process. 

CURRENT EMPLOYMENT 

This section is set out as if you are currently in a teaching post. If you are not currently a 

teacher, please give us the details of your current employer and post or your college or 

university if you are a student. Complete this section also if you are employed in a voluntary 

capacity. If you are currently not in employment, then say so here. At “pay scale” indicate 

whether you are currently paid on the main pay scale, upper pay scale, leadership scale etc. 

PREVIOUS EMPLOYMENT 

It is very important that you list your previous employment in chronological order. All 

employment, including self-employment, consultancy, part-time and temporary jobs and 

unpaid employment, must be included. 

EDUCATION AND QUALIFICATIONS 

There are 3 sections here. Make sure that you give all of the information needed. That 



   

should include qualifications and training that, whilst not essential, are useful and relevant to 

the job. 

PERIODS NOT ACCOUNTED FOR IN PREVIOUS SECTIONS SINCE AGE 18 

Your application needs to give a complete picture of your working career, including periods 

when you were not in employment. In this section, you need to explain any gaps. 

LEISURE INTERESTS 

This is your opportunity to describe any interests or experiences that could be relevant to the 

post for which you are applying. 

REFERENCES 

References will be taken up before interview, so you need to be sure that your referees are 

willing and able to provide a reference. One reference must be your current Head Teacher if 

you are currently employed as a teacher. 

The ‘Status’ of each referee would be, for example, ‘current employer’ or ‘university tutor’. 

Each referee must be able to comment on your professional abilities. Note that references 

from friends or relatives are not acceptable. 

We may approach previous employers who have not been identified by you as a referee and 

may seek further information from referees who have supplied a reference. Previous 

employers will be asked whether there are any concerns about your suitability to work with 

children. 

FROM WHICH SOURCE DID YOU LEARN OF THIS VACANCY? 

Your answer to this will help us to identify how best to target applicants for similar posts in 

the future. 

ARE YOU A RELATIVE OR PARTNER OF ANY EMPLOYEE OR GOVERNOR OF THE 

SCHOOL? 

We need to know this in order to ensure a fair selection process. If you are related to anyone 

at the School, then we will avoid asking your relative or partner to be part of the selection 

process. 

HAS SOMEONE COMPLETED THIS FORM ON YOUR BEHALF? 

Please let us know whether you have completed this form yourself or someone else has 

completed this form. Note that your certification that the information is correct will be valid 

whether or not the form has been completed by you. 

I CERTIFY THAT THE INFORMATION GIVEN IS CORRECT TO THE BEST OF MY 

KNOWLEDGE 

Your application will not be considered unless you sign this paragraph. 

 

 

 

 



   

GENERAL INFORMATION TO CANDIDATES 

CRIMINAL RECORDS CHECK 

If you are appointed and are new to the County, you will be required to complete a 

disclosure application that will be sent to the Criminal Records Bureau. The CRB will provide 

a report to you and to the local authority on whether you have any history of criminal 

convictions, including cautions and bind overs. All posts in Schools are exempt from the 

Rehabilitation of Offenders Act 1974; this means that you must declare all convictions, 

including those that would generally be regarded as ‘spent’. The existence of a criminal 

background does not automatically mean that you cannot be appointed but it may do so. 

HEALTH ASSESSMENT CHECK 

If you are appointed and are new to the county, you will be required to complete a Pre-

Employment Health Questionnaire. Your appointment will be subject to a satisfactory 

clearance.  

THE ASYLUM AND IMMIGRATION ACT 1996 

It is a criminal offence for the School to employ someone who does not have the right to 

work in the UK. If you are appointed you may be asked for documentary evidence of your 

right to work. 

COMPLAINTS PROCEDURE 

If you feel you have been unfairly treated, you have the right to complain. If you wish to 

complain, you should write to the Chair of Governors at the School and state why you think 

you have been treated unfairly. Any complaint should be made no later than 14 days after 

you are informed of the result of your application. 

 

 

 

 

 

 

 

 

 

 

 



   

Simon Balle All-through School 

Teaching Application Form 

Post Applied for: 

_________________________________________________________________ 

PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING 

You are requested to complete this form (using supplementary sheets if there is insufficient 

space for any entry).  

You must also SEND A FULL LETTER OF APPLICATION detailing your knowledge, 

experience, skills and abilities and any other factors you feel applicable to your 

application. 

All sections must be completed. 

PERSONAL DETAILS 

Surname/Family Name: Preferred Title 

First Name(s): Previous Surname: 

Date of Birth:  Date of change  

Home Address:  Reason for change: 

 Present Address (if different): 

  

Post Code:  

Telephone (Home): Post Code: 

Telephone (Mobile): Telephone (Work): 

Email: 

CURRENT EMPLOYMENT (If you are not currently employed as a teacher please give details as 

appropriate) 

Name of Establishment: 

Employer: 

Type of School: Key Stage: 

Post Held: Date Appointed: 

*Pay Scale*: Total Annual Salary: 

If your salary includes additional payments, what are they and what is the value? (e.g. TLR of £4,000) 

 *evidence will be required 



   

 

PREVIOUS EMPLOYMENT DETAILS continue on a separate sheet if necessary 

Please list in chronological order, with precise dates if possible, as this information may be used to 

assess salary.  

a) In Education (Supply teaching appointments need not be listed individually) 

 

 

b) Outside Education 

Employer Post From 

Month/year 

To 

Month/year 

Reason for Leaving 

     

 

 

 

Employer and 

Establishment 

Post  

please list any TLRs 

etc. 

Type of 

School / 

Key Stage 

From 

Month/year 

To 

Month/year 

Reason for Leaving 

      



   

 

HIGHER EDUCATION    (* p/t – partime f/t – fulltime) 

 From 

Month/year 

To 

Month/year 

p/t 

or 

f/t* 

Qualification Awarded 

1st Degree    Class/Division  Date of award 

Subject:   University:  

Cert.Ed    Class/Division Date of award 

Subject:  University:   

PGCE    Key Stage/s   Date of award 

Subject:  University:   

Other     

     

     

     

Route into Teaching:  

eg:   Fast Track/GTP/Schools Direct/Post 

Graduate/OTT/Schools Direct 

 

 

 

 

 

 

 

 

 

 



   

SECONDARY SCHOOL EDUCATION 

Establishment(s) From To 

   

 

Examinations  

Subject Date (year) Results/Grade 

   

 

 

OTHER QUALIFICATIONS OBTAINED 

Course and Organising Body Date Qualification 

 

 

  

 

 

 

 

 

 

 



   

 

PERIODS NOT ACCOUNTED FOR IN PREVIOUS SECTIONS SINCE AGE 18 (Please give 

details) 

 

LEISURE INTERESTS 

Please state briefly what your main leisure interests are, particularly where these are 

relevant to the work for which you are applying.  You may expand on this in your covering 

letter. 

 

 

 From To 

Month Year Month Year 

     



   

REFERENCES 

Please give the names, addresses and status of two referees who may be approached now. 

References from friends or relatives are not acceptable. By signing the application form 

you are agreeing to us contacting your referees.   

(If you are currently employed as a teacher, one referee must be your present Headteacher). 

1) Name: Position: 

Address:  

  

  

Telephone:  

Email:  

2) Name: Position: 

Address:  

  

  

Telephone:  

Email:  

If you are known to the referees by another name (e.g. previous name) please inform them of your 

present name and advise that we may be in contact. 

Please state if you have ever  lived abroad for a period of more than 

six months (Those living abroad for more than six months as an adult may 

have to provide a Criminal Record check from the country in which they 

lived): 

Yes/No 

Are you a relative or partner of any employee or governor of the 

School?  

Yes/No 

If yes, please give details: …………………………………………………………... 

 

Has someone else completed this form on your behalf?  Yes/No 

If yes, please provide the person’s name and an explanation: 

 



   

 

ADDITIONAL INFORMATION  

 

National Insurance No: Teacher Reference no(DfE) 

(mandatory field)  

Date of Recognition*   

Please include with this application a copy of your letter/certificate granting you 

Qualified Teacher Status. 

 

 

DISCLOSURE & BARRING SERVICE (DBS) 

If you are appointed, you will be required to complete a disclosure application that will be 

sent to the DBS. The DBS will provide a report to you and to the school’s umbrella service 

provider on whether you have any history of criminal convictions, including cautions and 

bind-overs. All posts in Schools are exempt from the Rehabilitation of Offenders Act 1974; 

this means that you must declare all convictions, including those that would generally be 

regarded as ‘spent’. The existence of a criminal background does not automatically mean 

that you cannot be appointed but it may do so. 

 

THE IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006 

In accordance with the Immigration, Asylum and Nationality Act 2006, the Governing Body 

will require new members of staff to provide documentary evidence that they are entitled to 

undertake the position applied for/have an ongoing entitlement to live and work in the United 

Kingdom. Therefore, on offer of and before commencing a position, candidates should 

provide documentary evidence of their right to live and work in the UK. 

 

DECLARATION 

I certify that the information given above and overleaf is correct to the best of my knowledge.  

I understand that an offer of appointment will be subject to satisfactory references, DBS 

clearance, proof of identity and right to live and work in UK, medical checks and relevant 

qualifications.  

I give consent for personal information provided as part of this application to be held in 

accordance with the Data Protection Act 1988. 

I accept that if any of the enclosed information is found to be untrue or misleading after my 



   

 

In the interests of economy, receipt of this application may not be acknowledged unless 

specifically requested  

appointment, I may be liable for dismissal without notice. 

Signature: Date: 

 

 

 

 



 

 

                               PERSON SPECIFICATION FORM 

Name:  

Job Title:  

 

PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING 

Complete this form using supplementary sheets if there is insufficient space for any entry 

 It is essential that you complete and return this form 

 This form is your chance to show us how well you can do this job 

 Remember just saying you can do it is not enough; we need an example 

 You can use examples from work, school, college, hobbies, voluntary work or daily life.  
 

Example: Ability to prioritise workload 

In my current job I plan my work on a daily basis but adjust it when an urgent query or problem 

arises, eg when another team member unexpectedly calls in sick. I always raise any urgent issues 

with my manager. 

Skills and Abilities 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

EXPERIENCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

KNOWLEDGE 

 

Please note that if you are invited to interview, you will be asked about the boundaries between 

adults and children in a school. 

Signed : Date: 



 

RECRUITMENT MONITORING FORM 

 

Simon Balle All-through School operates an Equal Opportunity Employment policy and we are 

committed to recruiting the best person for the job, regardless of any factor other than the 

ability to do the job.  The way we monitor this is to ask you to complete this form. 

 

The form will not be seen by those involved in the assessment of your application.  We need 

your name on this form to link it to your application details.  All information will be treated in 

the strictest of confidence and the form will be separated from your application upon receipt. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Full Name:  

Job Title:  

  

Gender Female   Male   

Date of birth: 
  

 

 

Disability 

  

Disability is defined in the Disability Discrimination Act 1995 as “a physical or mental 

impairment, which has a substantial and long term adverse effect on a person’s ability 

to carry out day to day activities”.  For example, this can include diabetes, learning 

difficulties hearing or speech impairments, arthritis and heart problems. 

Do you consider yourself to have a disability as defined above? 

 Yes    No    

Information Refused   



 

Ethnicity 

Please tick the appropriate box below 

 

 

 

 

WBRI White, British  

WIRI White, Irish  

WOTH White, any other White Background  

MWBC Mixed, White and Black Caribbean  

MWBA Mixed, White and Black African  

MWAS Mixed White and Asian  

MOTH Mixed, any other mixed background  

AIND Asian or Asian British, Indian   

APKN Asian or Asian British, Pakistani  

ABAN Asian or Asian British, Bangladeshi  

AOTH Asian or Asian British, Any other Asian Background  

BCRB Black or Black British, Caribbean  

BAFR Black or Black British, African  

BOTH Black or Black British, Any other Black background  

CHNE Chinese  

OOTH Any other ethnic background  

REFU Did not wish to be recorded  

From what source did you learn of this vacancy?  

 


