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GUIDANCE FOR APPLICANTS INTENDING TO APPLY FOR A PRIMARY OR SECONDARY GTP TRAINING POSITION FOR SEPTEMBER 2012

[image: image2.wmf]
It is essential that the following guide, designed to navigate applicants through the new application process, is read carefully before submitting an application to the Hull Citywide GTP Partnership. Copies of this document may be downloaded from the Hull Citywide website: www.hullcitywidegtp.co.uk. Applicants are also advised to visit the website regularly.
“Hull Citywide is committed to safeguarding and promoting the welfare of children and young people and expects all staff and trainee teachers to share this commitment.”
Hull Citywide GTP Partnership is a partnership of primary and secondary schools within the city of Hull. It has a successful record of training trainee teachers to Qualified Teacher Status since it was formed in 2003. 

Training places are allocated by the Training and Development Agency (the TDA) and these places are then offered to schools within the partnership. This process is managed by the Partnership itself.

Hull Citywide will accept applications on the understanding that these are provisional and dependent upon confirmation of this allocation from the TDA, with appropriate funding and take-up of places by partnership schools. In order to manage the application process it is more than likely that successful applicants at the application stage will be invited to attend the initial partnership interview before this information is known. This is usual.
1. TRAINING OFFERED
PRIMARY PHASES

There are three primary phases and applicants should apply for one of these*

· Foundation and Key Stage 1

· Key Stage 1 and Lower Key Stage 2

· Key Stage 2

* Applicants wishing to apply for more than one phase must submit separate application forms. Applicants should discuss this with Lynda Cook, primary principal, telephone: 01482 616487, E-mail Lynda.Cook@hullcc.gov.uk.
SECONDARY SUBJECTS OFFERED
The following secondary subjects are available for application:
Physics

Chemistry

Biology

Mathematics

English

Design and Technology

Art and Design

ICT (Information and Communications Technology)

History

Geography

Religious Education

Physical Education

Drama

Dance

Modern Foreign Languages

Music

Media*

Health and Social Care*

* Applicants should first contact Marian Hall, secondary principal, 01482 808824, 
E-mail MHall@staff.st-marys.hull.sch.uk
2. QUALIFICATIONS AND PRIOR SCHOOL EXPERIENCE

Hull Citywide requires all applicants to meet the minimum qualifications requirement and to have had prior school experience.

(See primary or secondary person specification available on the Hull Citywide website: www.hullcitywidegtp.co.uk).
3. STAGES IN THE APPLICATION PROCESS
A)  STAGE ONE: APPLICATION TO THE PARTNERSHIP

Applications must be made through the TDA Portal.
We are not able to accept applications sent through any other means. (Please read carefully the accompanying notes on how to proceed with this electronic application and the guidance in the completion of this form).

The Hull Citywide portal will open on Tuesday, 1st November 2011 and close on Friday, 13th January 2012. It will not be possible to submit an application outside of this window.

Applications will not be processed until this window has closed. We do not operate a “first come, first served” process. 

B) STAGE TWO: LONGLISTING
Your electronic application will begin to be processed after the closing date of Friday, 13th January. If the Partnership intends to proceed with your application, we will write to you and ask for you to send the following documentation, giving you a deadline for its arrival. Unsuccessful applicants will also be notified.

We will require the following:
· Photocopies of examination certificates to support qualifications listed on your application form, including your first degree.
· In the case of qualifications gained overseas which require NARIC confirmation, we require photocopies of NARIC equivalence statements.

· If your degree is pending, a letter from your provider to confirm your course and award date. Your provider may be able to indicate the level of degree expected.

· Confirmation of school experience listed, on school letter headed paper, signed by an appropriate member of the teaching staff.

· Copies of documentary evidence to support any disability disclosed on the application form (E.G. dyslexia)

· If you have previously withdrawn from a course of teacher training, please provide a copy of a letter from your provider with the course start and end date. This should be on official letter-headed paper.

· Two A5 stamped and addressed envelopes for communication with the Partnership.

· Any additional information requested.

N.B. Given the timescale, you are strongly advised to have this information ready for postage to the Partnership, upon request. Documents should be sent to: Hull Citywide GTP Partnership, the Priory Centre, Priory Road, Hull, HU5 5RU and marked either: Primary Application 2012 or Secondary Application 2012.
C) STAGE THREE: SHORTLISTING AND INVITATION TO THE PARTNERSHIP INTERVIEW
Upon receipt of your documentation, your application will continue to be processed and successful applicants will be invited to attend the partnership interview. The letter will specify the date and time and this should be confirmed with Elise Daniels in the Hull Citywide office: Elise.Daniels@hullcc.gov.uk;
Telephone: 01482 616488. You should be available to attend for interview on the date and at the time shown. Partnership interviews will be held between Monday 5th March and Friday, 23rd March.
You should bring to your interview:
· Photographic I.D. 
· Original examination certificates to support qualifications listed on your application form.

· In the case of qualifications gained overseas which require NARIC confirmation, we require original NARIC equivalence statements.

· Confirmation of school experience listed, on school letter headed paper, signed by an appropriate member of the teaching staff.

· If additional time is requested to undertake the written task, due to a disability such as dyslexia, we require that documentary confirmation be provided.

· Any additional information listed on your invitation letter.

     D) STAGE FOUR: THE PARTNERSHIP INTERVIEW

This consists of:
· A written task (45 minutes).  This is a comprehension exercise and will examine your ability to read with comprehension and to write in Standard English.

· A numeracy test (30 minutes): Primary applicants only. 

· An interview of approximately 40 minutes which will include a brief presentation to the interviewing panel. The details of this presentation will be given to you on arrival and you will be given time to prepare.

· Checking of original documents requested.

Your interview will be based on the person specification which can be viewed and downloaded from www.hullcitywidegtp.co.uk.
Successful applicants will then proceed to the school interview stage, later in the year. (See key dates). You will be provided with a certificate of eligibility to indicate that you have been successful at this stage and can now proceed to school application.
 Please Note: Success at the partnership interview does not mean that a training position in a school will necessarily follow.
     E) STAGE FIVE: SCHOOL APPLICATIONS AND SCHOOL INTERVIEW
If you have been successful at the partnership interview you will be able to proceed to the school application stage.  Schools will accept applications, short-list, and hold their school interviews. Following completion of school interviews appointments will be made and successful applicants notified.

Not all applicants who hold certificates of eligibility from the partnership interview will be successful in finding a school position. There will still be competition for places and this will depend upon: the subject areas offered by schools and the number of successful applicants/subject. Some subject areas (such as P.E. and English are very competitive).
On Tuesday, 17th April, we will be holding an open evening for successful applicants to describe the school interview stage and how places will be agreed.

The deadline for school applications is Friday, 4th May.

School interviews will take place between Monday, 21st May and Friday, 1st June.
Following successful appointment to a school, the Partnership will put in place the process for your start in September. This will include an invitation to an initial two day conference. This will take place on the Thursday, 30th and Friday, 31st August 2012.
4. USING THE TDA PORTAL

Applications must be made through the TDA portal and sent electronically.

The process is simpler if you have already registered with the TDA or if you register first: (go to www.tda.gov.uk/gtp)

Go to SIGN IN and then you can first register.

However, the process described below allows you to both register and apply to Hull Citywide at the same time and has been tested.
You should proceed in the following way:

· Go to www.tda.gov.uk/gtp
· Go to How to Apply to check your eligibility
· Then go back to www.tda.gov.uk/gtp and go to Find a GTP Course

· This will then allow you tick a box ( Specific Provider) and search for Hull Citywide- enter search
· The search results for Hull Citywide appear – double click and
· This will bring up our details and when you scroll down the page you will come to a green box Apply (just above the map). The Apply box will only appear provided that you are within the window:  November 1st 2011 and January 13th 2012.
· At this point you may be asked to register if you haven’t already done so. You will need to do this and once registered you will receive an automated e mail informing that your account is activated and then you can sign in. Click on the link from your e-mail from the TDA.
· This will take you to a section called My Applications.

· Click on search for a training provider, repeating what you have done already….

· This takes you back to search for a specific provider – search for Hull Citywide.

· This brings our details up, again.
· Once completed submit your application which you should save.
· This will then be received by Hull Citywide through the data management system.
· Your application will be processed after the deadline of 13th January 2012.
5. COMPLETING THE APPLICATION FORM
The following guidance is given:

Applicants are advised to save the original application. It will be required for school application should your application proceed to this stage.

Contact Details:
Please ensure that should your contact details change you must notify Hull Citywide straight away so that we will be able to contact you once your application is being processed. Please e mail any change to: Elise.Daniels@hullcc.gov.uk
Training: You should select one primary phase for a primary application and one secondary subject if you are making an application for secondary training. If you intend to apply for more than one primary phase or more than one secondary subject, you must send a separate application.

Primary Applicants only:
Whilst the portal asks you to select either Primary (Foundation) or Primary (No Specialism) please indicate at the top of your personal statement if you wish to train in:

a) Foundation/Key Stage 1

Or

b) Key Stage 1/Lower Key Stage 2

Or

c) Key Stage 2

Funding: The places allocated by the TDA are Salary and Training Grant places. This means that your employing school will receive a salary grant towards your salary (on the unqualified teacher salary scale, point 1) and Hull Citywide will receive a training grant which we use for your training. You should select this box in the section marked “your preferred funding option.”  
(In a few cases we train teachers through a school self-funded route or through a training grant only route. In both of these cases you will be employed by a school in a teaching role with your own timetable.  If you believe that this applies to you, please contact the Partnership first to check this).
Qualifications: Please ensure that for those qualifications which have been obtained overseas that require NARIC equivalence that this documentation will be available should it be requested at the long listing stage (see Stage Two).
Other Qualifications: Where degree equivalence is to be claimed, this will need to be shown clearly, with supportive documentation. Please mention this in your letter of application. (See person specification). 

Employment History: Please ensure that you have  confirming letter(s) of school experience listed, from the school themselves, on school letter-headed paper, signed by an appropriate member of the school teaching staff. This will be required at the long listing stage (see Stage Two).

Previous QTS:  If you have withdrawn from a previous QTS course, we require a letter from your previous provider which will provide details of the date you started the course and the date you withdrew. We may wish to discuss with you the reasons for withdrawal as a part of the processing of your application.

Statement: Please give considerable thought and care with this since it is the first time we will learn something about you and your reasons for wishing to enter a teaching career. We are interested in your overall recent (within the last 12 months) school experience and what you have learned from this which has confirmed that you wish to train to be a teacher in a primary or secondary school. Your statement should also address the skills, qualities and attributes as listed in the person specification to indicate why you feel you will be a suitable applicant for a career in teaching. 
Primary applicants only: please ensure that you have indicated one of the three stages available for training (Foundation/Key Stage 1; Key Stage 1/Lower Key Stage 2; Key Stage 2): see “Training” above.

References: These will be taken up at the school interview stage.  It will be appropriate to tick NO to “can this referee be contacted prior to an initial interview” since we do not contact referees at this stage.
6. SKILLS TESTS (see person specification).  Skills tests in literacy and numeracy will be an entry requirement. These will have to be passed as a condition of acceptance onto the GTP course. Details to follow-(currently under consultation).
7. KEY QUESTIONS

· What support can you give me with my application?

Partnership staff is ready to assist through e-mail or telephone contact. 
However, please don’t contact the Partnership to check on the process of 
your application once you have submitted it. Your application will not be 
processed until after the deadline of Friday, 13th January 2012. 

Additionally, we hold one-to-one meetings where you can arrange to discuss 
your application with a principal.  Contact Elise Daniels (01482 616488) to 
arrange these.

· Can you arrange for me to do a GCSE equivalency test (English/mathematics/Science)? 

Yes, contact Madie Collett, St Mary’s College, Hull, 01482 808824

· Do I have to find a school first?

No, we manage the whole process for you. 
Recruitment and Selection for September 2012

Key Dates for Applicants

Tuesday, 1st November: Application process opens 

The only way to apply is through the TDA online portal
Monday, 3rd October 2011 (6pm – 8pm)

Information Evening for potential applicants both Primary and Secondary at the Reception Room, Guildhall, Alfred Gelder Street, Hull. This will include a presentation in the Reception Room at 6.15..

Monday, 21st November 2011 (6pm – 8pm)

Information Evening for potential applicants both Primary and Secondary at the Reception Room, Guildhall, Alfred Gelder Street, Hull. This will include a presentation in the Reception Room at 6.15..

Tuesday, 18th October 2011, Thursday, 20th October 2011, Tuesday, 6th December 2011, Thursday, 8th December

Equivalency Tests.  Contact Madie Collett on 01482 808824 for further details.

Monday, 17th October 2011, Monday, 14th November 2011, Monday, 28th November 2011,   Monday, 5th December 2011, Monday, 12th December 2011  (3.30pm – 5.30pm)  

One to one advice for prospective applicants is available from principal(s) at the GTP office, The Priory Centre at the above dates and times.  If you wish to attend please contact Elise Daniels (Tel 01482 616488 or e-mail elise.daniels@hullcc.gov.uk) to book an appointment.

Friday, 13th January 2012

Application process closes.
Monday, 6th February 2012

Strict deadline for return of requested documentation to the Priory Centre

Monday, 5th March 2012 – Friday, 23rd March 2012 (inclusive)

GTP panel interviews including written tasks.

Friday, 30th March 2012

Certificates of Eligibility posted to successful candidates.  Vacancies appear on GTP website.  Letters informing unsuccessful candidates to be posted.

Tuesday, 17th April 2012

The Priory Centre, 6.00 – 7.00pm.  Open invitation to describe protocol for application to schools.

Friday, 4th May 2012

Deadline for applications to schools.  (This must include Certificate of Eligibility and other requested information).

Monday, 21st May – Friday, 1st June 2012

Formal school interviews.  Unfilled vacancies to follow on GTP website. Successful applicants notified.
Tuesday, 10th July 2012

The Priory Centre, 6.00 – 7.00pm. Information evening and collection of documentation for all appointed.

Thursday, 30th August 2012 & Friday, 31st August 2012

2 day conference for all appointed.
