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Purpose 

This policy has been introduced to provide a framework for the efficient and effective              

recruitment of Trainees to the i2i Teaching Partnership SCITT. The i2i SCITT operates as an               

accredited provider of initial teacher training, and as such, aims to produce teachers who              

will be highly effective educators and role models, wherever they may work.  

The i2i SCITT recognises the importance of a rigorous recruitment process to secure             

sufficient high quality applicants to enrol as Trainees on our initial teacher training             

programme. We are committed to ensuring that the recruitment and selection of Trainees is              

a rigorous, fair and effective process and to ensuring that Trainees meet the criteria and               

standards required to be part of a QTS programme, and to be successful future teachers               

working within the premise of the Teachers’ Standards. All procedures will meet the             

Secretary of State’s ITT criteria for entry and are designed to assess an applicant's suitability               

to train to teach. 

The i2i SCITT is committed to safeguarding and promoting the welfare of children and young               

people and expects all staff and volunteers to share this commitment. Accordingly, this             

policy complies with the current DfE guidance ‘Safeguarding Children and Safer Recruitment            

in Education’.  

Aims 

 

● To ensure that the i2i SCITT initial teacher training route is marketed as an attractive               

route to train, thereby attracting high quality trainees;  

● To ensure that the i2i SCITT helps meet the employment needs of its partner schools;  

● To ensure a consistent and equitable approach to the appointment of all Trainees             

that safeguards the interest of all applicants; 

● To ensure that all relevant equal opportunities legislation is adhered to and that             

appointees are recruited without regard to gender, gender reassignment, sexual          

orientation, marital or civil partnership status, colour, race, nationality, ethnic or           

national origins, religion or belief,  age, pregnancy or maternity leave; 

● To ensure that all recruitment practices are compliant with DfE safeguarding           

guidance, with clear links to child protection policies and procedures, thereby           

ensuring as far as possible that all staff recruited to work in schools are suitable to                

work with children and young people; 

● To enable staff to effectively manage admissions appeals and complaints and to            

provide definitions of appeals and complaints; 

● To ensure the most cost effective use is made of resources in the recruitment and               

selection process. 
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Applies to 

 

● All staff employed directly or indirectly to deliver services for the i2i SCITT. This              

includes staff in all partnership schools involved in delivery of the i2i SCITT             

programme.  

● The recruitment of all All SCITT trainees.  

 

This policy should be read and reviewed in conjunction with the: 

●  i2i Teaching Partnership SCITT Equality & Diversity Policy; 

●  i2i Teaching Partnership SCITT Reasonable Adjustments Policy 

 

 

Roles & Responsibilities of SCITT Personnel 

 

SCIITT Director 

● The planning & selection process and documentation. 

● Annual capacity evaluation and review of job and person specifications. 

● Ensure that all staff involved in recruitment and selection will have received            

appropriate briefing/training to ensure that correct procedures are followed and that           

all  relevant Equal Opportunities and Safeguarding legislation is adhered to.  

● Lead Member of the Interview Panel 

 

SCITT Recruitment & Marketing Lead 

● Ensure all marketing information is factually correct, adheres to current DfE           

regulations and requirements for ITT, and is not open to misinterpretation. 

● Ensure all marketing information contains the following statement: “The i2i SCITT is            

committed to safeguarding and promoting the welfare of children and young           

people. We expect all staff and trainees to share this commitment”. 

● Review all applications to include a pre-interview checklist as appropriate. 

● Distribute applications to the SCITT Director. 

 

SCITT Administration Lead 

● Administer applications.  

● Manage correspondence to applicants. 

● Administration & organisation of interviews. 

● Administration of UCAS/DfE Portals. 

 

The selection panel for any position will have responsibility for ensuring that a fair, equitable               

and non-discriminatory process is maintained throughout the recruitment and selection          

activities.  
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If any party involved in the recruitment and selection process has a close personal or familial                

relationship with an applicant, they must declare this as soon as they are aware of the                

candidate’s application. It will be necessary for the member of staff to have no further               

involvement in the recruitment process.  

Safeguarding and Safer Recruitment  

 

Safeguarding children must be everybody’s responsibility. Good safeguarding practice has to           

be built into routine procedures and practice. Nowhere is this more important than in the               

recruitment and  vetting of people who have contact with children. 

Matters of child protection, safeguarding and the promotion of the welfare of children will              

be central to the recruitment process, starting with the planning of recruitment needs             

through to the recruitment exercise itself. Particular measures to ensure safe recruitment            

practice, compliant with DfE advice, are listed below. The selection panel has responsibility             

for ensuring the implementation of these measures. The safeguarding measures noted in            

this policy are not exhaustive or designed to obviate the need to refer to the most recent                 

DfE guidance.  

 

● A statement of the commitment of the SCITT to the safeguarding and promotion of              

the welfare of pupils will be included in both the job description and the person               

specification.  

● Ensuring the job description makes reference to the responsibility for safeguarding           

and promoting the welfare of children. 

● Ensuring that the person specification includes specific reference to suitability to           

work with children. 

● Obtaining and scrutinising comprehensive information from applicants, and taking up          

and satisfactorily resolving any discrepancies or anomalies.  

● A face to face interview that explores the candidate’s suitability to work with children              

as well as their suitability for the post.  

● Verifying the successful applicant’s identity (in line with DBS approved ID proof            

guidance). 

● Checking their previous employment history and experience. 

● At least one member of the SCITT team involved in the selection and interview              

process must have completed safer recruitment training approved by the Secretary           

of State.  

● Ensuring a clear statement that self-disclosure will be required as part of the             

recruitment process (this information will not be used for shortlisting purposes - fair             

assessment criteria will always be applied. Disclosed information will only be           

considered once shortlisting has taken place).  
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An explicit statement, as outlined below, about the SCITT’s commitment to safeguarding and             

promoting the welfare of children should be included in all materials and resources around              

recruitment and selection.  

 

“The i2i SCITT is committed to safeguarding and promoting the welfare of children and              

young people. We expect all staff and trainees to share this commitment”  

Equality Statement 

 

The i2i SCITT operates as an accredited provider of initial teacher training, and as such, aims                

to produce teachers who will be highly effective educators and role models, wherever they              

may work. In keeping with our ethos, values and beliefs, and in the context of the Equal                 

Opportunities Act 2010, we are committed to promoting and practicing equal opportunity            

for all, valuing diversity, and eliminating harassment and discrimiation. We aim to be an              

inclusive organisation that welcomes and treats everyone fairly and equally regardless of            

gender, sexual orientation, marital or civil partnership status, colour, race, nationality, ethnic            

or national origins, religion or belief, or age. Please refer to the i2i SCITT Equality & Diversity                 

Policy for further information. 

Recruitment of Ex-offenders  

 

The i2i SCITT is committed to ensuring that all trainees are treated fairly and with               

consideration. We comply fully with the DBS Code of Practice and undertake to treat all               

applicants for positions fairly. We undertake not to discriminate unfairly against any subject             

of a Disclosure on the basis of a conviction or other information revealed during the               

application and selection procedure.  

 

We make every subject of a DBS disclosure aware of the existence of the DBS Code of                 

Practice and make a copy available on request.  

 

Having a criminal record will not necessarily bar the trainee from working with us. This will                

depend on the nature of the position and the circumstances and background of their              

offences.  

 

We require all applicants to inform the SCITT of all the details and nature of their offence.                 

We guarantee that this information will only be seen by those who need to see it as part of                   

the recruitment process. Details of any unspent convictions, cautions, warnings, bind overs            

or other relevant information should be supplied in a sealed envelope marked as             

confidential. This information is required at the interview stage only. 

 

At interview, or in a separate discussion, we ensure that an open and measured discussion               

takes place on the subject of any offences or other matter that might be relevant to the                 

position. Failure to reveal information that is directly relevant to the position sought could              

lead to withdrawal of a placement on the ITT programme.  
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The Planning Process  

 

The SCITT Director will carry out an evaluation of the SCITT’s capacity to provide high quality                

Teacher Training, the capacity of partner schools to provide suitable trainee placements, and             

the strategic employment needs of partner schools. 

 

Before the start of the recruitment cycle, there will be a review of the Trainee job description                 

and person specification. The person specification will be assessed to ensure that it does not               

unlawfully discriminate on the basis of gender, gender reassignment, sexual orientation,           

marital or civil partnership status, colour, race, nationality, ethnic or national origins, religion             

or belief, age, pregnancy or maternity leave. 

 

Advertising & Marketing 

Advertising & marketing will take a variety of forms, including but not limited to, the use of                 

print & digital advertisements, word of mouth, social media, information events and            

attendance at DfE, University and other recruitment fairs. 

Safeguarding Measures  

 

➢ All advertisements will include a statement about the SCITT’s commitment to           

safeguarding and  promoting the welfare of children. 

➢ Reference will also be made to the requirement for the successful applicant to             

undertake an enhanced-level check via the Disclosure & Barring Service (DBS).  

 

The Application & Shortlisting Process  

 

The i2i SCITT will follow a thorough and consistent application process that manages the              

flow of applications efficiently and effectively and is fair to all applicants who apply.              

(Appendix 1)  

 

Enquiries  

We aim to respond to all enquiries within 48 working hours. All enquiries will be recorded on                 

the internal database which the SCITT Recruitment & Marketing Lead will be responsible for              

managing and updating in accordance with GDPR legislation.  

 

Applications 

All applications for the ITT programmes delivered by the i2i SCITT will come through the               

UCAS or DfE Apply portals.  

 

The SCITT Administration Lead will be responsible for recording all the applications which             

have been received and acknowledging receipt of them on the UCAS or DfE portal.  
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The SCITT Recruitment & Marketing Lead will carry out an initial review of applications. This               

will include checking which applications meet the essential entry requirements for the            

course, as required by the Secretary of State’s ITT Criteria for entry (C1.1; C1.2; C1.3; C1.4)                

and as required by the i2i SCITT as follows: 

 

Essential Entry Criteria 

 

● GCSE in Mathematics and English Language Grade C/4 or above (or an equivalent             

qualification as judged against NARIC). The i2i SCITT will make the final decision as to               

whether or not an applicant meets this entry criteria. If an applicant does not meet               

this criteria, they will be asked to sit a GCSE equivalency test. 

● A UK Bachelor’s Degree classification of 2:2 or above (or an equivalent qualification as              

judged against NARIC). Note: In exceptional circumstances a third class degree may            

be accepted for example if previous experience is substantial, where application is of             

a high quality and includes A Level in subject at Grade B or above) 

 

https://www.naric.org.uk/naric/ 

Desirable Entry Criteria 

 

In addition, as part of the shortlisting process, the i2i SCITT will consider:  

● The content of the degree studied (the degree will ideally contain at least 50%              

subject content in the proposed subject area for teaching). Subject enhancement           

courses are available for some secondary subjects. If the student’s degree subject            

does not link directly to their chosen teaching subject, SCITT subject specialist staff             

will investigate the suitability of the candidate to complete a subject knowledge            

enhancement (SKE) course before they begin training. 

● Level (age phase), type and duration of any school based experience.  

● Information from referee/s confirming aptitude, suitability for teaching and/or         

personal characteristics.  

● Other personal factors that indicate a sustained commitment or suitability for           

teaching (for example; sports coaching, youth work, student associate scheme).  

● Other personal characteristics and/or experience that demonstrates resilience,        

motivation, perseverance and strong interpersonal and communication skills.  

 

References 

 

In compliance with ‘Keeping Children Safe in Recruitment 2020’ it is vital that references on               

people seeking work with children are seen and used as a tool to obtain relevant information                

to guide decisions about selection. As part of the i2i SCITT shortlisting process references will               

be checked to ensure that: 

 

 

6 

https://www.naric.org.uk/naric/


 

● There are no vague or ambiguous statements.  

● There are no inconsistencies with the information the applicant has given about him             

or herself and his or her experience and background. Any discrepancies will be taken              

up with the applicant. 

● They originate from a legitimate source. 

● The referee will be contacted if further clarification is deemed necessary. 

The SCITT will comply with the requirements of the Equality Act 2010 by not asking questions                

about a candidate’s health or disability as part of any reference checks. References from              

family members or close friends will not be acceptable.  

 

Reasonable Adjustments 

If an applicant has requested reasonable adjustments to a part of the short-listing process to               

accommodate a disability then this will be notified to the SCITT DIrector. We will fully               

comply with the Equality Act 2020 and the Special Education Needs and Disability Act 2001.               

In addition, we will signpost the availability of Disabled Student Allowances and how to              

obtain this financial support and funding. Please refer to the i2i SCITT Reasonable             

Adjustment Policy for further information. 

 

Once the initial review has been carried out the SCITT Administration Lead will notify              

unsuccessful candidates via UCAS/DfE Apply. 

 

The next review is carried out by the SCITT R&M Lead. Each application will be reviewed in                 

more detail against the SCITT’s entry criteria. The SCITT R&M Lead will complete a              

Pre-Interview Application Check Sheet (Appendix 3) for each applicant via the telephone or             

Zoom.  

 

The final review is carried out by the SCITT Director who makes the final decision on                

suitability by reviewing the application form and application check sheet. 

 

The SCITT Administration Lead will contact both unsuccessful applicants, and applicants           

invited to interview, and update the UCAS/DfE record accordingly. Interview invitations will            

be sent out to applicants within two working weeks of receiving their application from              

UCAS/DfE Apply.  

 

Brief feedback will be given to those rejected providing information on why they were not               

successful, and to encourage them to apply again if entry criteria can be met following the                

action suggested. Further feedback is available upon request. 

 

Where short-listed applicants have declared that they do have unspent convictions,           

cautions, warnings, bind overs or have proceedings pending, then this will be followed up              

at interview as necessary. In certain cases it may be necessary to have a discussion with                

the applicant prior to the interview.  
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Safeguarding Measures  

➢ At least one member of the SCITT team involved in the selection process must have               

completed safer recruitment training approved by the Secretary of State. 

➢ Obtaining and scrutinising comprehensive information from applicants, and taking up          

and satisfactorily resolving any discrepancies or anomalies. 

➢ In compliance with ‘Keeping Children Safe in Recruitment 2020’, references will be            

checked and verified. Issues of concern will be raised further with the referee and              

taken up with the candidate during the interview.  

➢ Incomplete applications will be rejected and may, at the discretion of the selection             

panel, be returned to the candidate for completion.  

➢ Notes will be made of any anomalies, discrepancies or gaps in employment so that              

these can be considered as part of the short-listing process. Reasons for gaps in              

employment, repeated career changes, moves from permanent to temporary or          

supply teaching will also be noted  for exploration and verification.  

 

The Interview Process 

 

The i2i SCITT Interview is designed to assess suitability to train to teach and will focus on the                  

applicant’s: 

● Breadth of subject knowledge;  

● Motivation and commitment to the teaching profession and improving the lives of            

young people; 

● Realistic expectations of the teaching profession;  

● Attitude towards children and young people and experience of working with young            

people; 

● Enthusiasm for the chosen subject and a capacity to inspire learners;  

● Awareness of current educational issues;  

● Intrinsic passion for learning;  

● Commitment to own professional development;  

● Organisational, presentation, communication and interpersonal skills;  

● Ability to establish effective relationships with both pupils and adults;  

● Flexibility and a willingness to act upon advice and improve practice;  

● Creativity and innovation; 

● Emotional, mental and physical resilience, stamina and readiness for hard work. 

 

Additionally the interview process is designed to give an opportunity to:  

● Discuss gaps in the applicant’s employment history; 

● Discuss concerns or discrepancies arising from information provided by the applicant           

and/or referee; 

● Explore any further support the candidate may require prior to commencing training; 

● Address any questions the candidate may have about the training process; 

● Ask the candidate if they wish to declare anything in light of the requirement for an                

enhanced DBS disclosure.  
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Prior to the interview and selection process candidates will be given any relevant             

information, e.g. details of any selection methods that will be used. Candidates who have a               

disability or any other particular needs will be given the opportunity to highlight this prior to                

any selection activities in order that reasonable adjustments may be made to the             

recruitment process.  

The panel will use these to assess the merits of each candidate against the person               

specification and explore their suitability to work with children. The selection panel will             

ensure that all candidates are asked the same main questions at interview based on the list                

of essential criteria for the post, although supplementary questions may differ according to             

the candidates’ answers and backgrounds.  

Particular care will be taken to ensure that no questions or selection methods could be               

viewed as discriminatory.  

 

Applicants invited to interview will be informed in writing of the date, time, location and               

approximate duration of the interview. They will also be informed of the format of the               

interview and the interview panel. 

 

The interviews will be administered by the SCITT Administrative Lead and conducted by the              

SCITT Director and one other panel member. All SCITT personnel who are involved in the               

interview process will have completed the ‘safer recruitment’ training.  

 

The interview will consist of 

➢ A subject task 

➢ A literacy activity 

➢ A tour of the school  

➢ An activity with a small group of Year 8 students 

➢ A panel interview  

 

Addition due to COVID-19 

Due to Covid-19 we have had to make amendments to our interview procedure. The              

following outlines the interview process when A/ in full lock-down, and B/ to comply with               

current COVID restrictions. 

 

A/ In full lockdown all interviews will be conducted via Zoom and will consist of: 

➢ A subject knowledge activity (completed ahead of the interview) 

➢ A literacy activity (completed at the beginning of the interview) 

➢ A short activity presentation 

➢ A panel interview (with the Director of the SCITT and another SCITT team member) 
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B/ To comply with current COVID restrictions interviews will take place face-to-face and             

consist of: 

➢ A subject knowledge activity 

➢ A literacy activity 

➢ A short activity presentation 

➢ A panel interview (with the SCITT Director and a subject expert) 

 

A full risk assessment has been carried out (see Annexe 5) to ensure the safety of all persons                  

involved in the interview process. 

Safeguarding Measures  

 

➢ Invitations for an interview will stress that the successful candidate will be subject to              

thorough identity checks and an Enhanced DBS Check. Candidates will be requested            

to bring with them documentation to verify their ID, i.e. passport, driving licence,             

birth certificate, etc.  

➢ Candidates will be instructed to bring with them to interview any relevant            

documentation that will confirm educational and professional qualifications. Copies         

of all documents will be kept on file for successful candidates.  

➢ In addition to assessing the candidate’s suitability for the post, the panel will assess              

the candidate’s attitude toward children and young people and his/her ability to            

support the school’s safeguarding agenda and promote the welfare of children. Gaps            

in employment history and concerns or discrepancies in the application form and            

references will also be explored. 

➢ All SCITT personnel who are involved in the interview process will have completed             

‘safer recruitment’ training.  

 

 

The Offer Process 

 

At the end of the interview day the panel will collate all documentation and agree the                

outcome.  

 

The SCITT Administrative Lead will inform all applicants of their outcome by phone and/or              

email and will update the UCAS/DfE Apply record.  

 

All outcomes will also be recorded on the internal SCITT database and when requested will               

produce an analysis of outcomes for the SCITT operational group. 

 

Successful Outcomes 

A formal offer letter will be sent outlining: 

● The subject for which a place is being offered  

● The date the course commences  

● Any conditions/recommendations attached to the offer.  
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Any offer will be conditional on the following: 

● A satisfactory Enhanced Disclosure and Barring Service (DBS) check including a check            

of the children’s barred list and Prohibition List; 

● A satisfactory pre-employment health/fitness to teach check carried out by the           

current occupational health provider. Where adjustments are recommended by the          

occupational health provider, these will be considered in line with the Reasonable            

Adjustment Policy; 

● Degree result – if unknown at the time of application;  

● Verification of identity (if not verified at interview); 

● Verification of qualifications (if not verified at interview); 

● Verification of the candidate’s right to work in the UK. 

 

Where:  

● candidates are found to be on the Children’s Barred List, or the DBS check shows that                

the candidate has been disqualified from working with children;  

● an applicant has provided false information in, or in support of, his/her application;             

or  

● there are serious concerns about an applicant’s suitability to work with children;  

the facts will be reported to the Disclosure & Barring Service and/or the police, as               

appropriate. 

 

The i2i SCITT reserves the right to place additional conditions and recommendations on the              

offer, for example completing Subject Knowledge Enhancement courses prior to starting           

training. Any additional conditions or recommendations will be communicated in writing to            

the applicant as part of the offer.  

 

A meeting and risk assessments will be undertaken with the trainee, as necessary, for those               

whose DBS certificate has not been delivered by the time the programme starts, or if there                

are any convictions declared on the certificate. The trainee, SCITT Director, and a member of               

the SCITT team will be present in the meeting. 

  

Placement Schools 

The i2i SCITT’s policy is to allocate trainees both a main placement school and a second                

placement school that is appropriate for both the trainee and the schools. Although trainees              

will be asked for their preference, the i2i SCITT cannot guarantee that trainees will be placed                

at their preferred school. Trainees will be placed where the i2i SCITT consider is most               

suitable for their development as a teacher and for the benefit of the school.  

 

Unsuccessful Outcomes 

The reasons for the rejection of an applicant will be made clear in all correspondence with                

the candidates and in i2i SCITT documentation.  
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Safeguarding Measures 

 

➢ Verification of identity (if not verified at interview). 

➢ A satisfactory Enhanced Disclosure and Barring Service (DBS) check including a check            

of the children’s barred list and Prohibition List. 

 

 

Monitoring 

Mindful of its commitment to best practice in recruitment and its obligations under the              

Equality Act 2010 and DfE safer recruitment guidance, the i2i SCITT will ensure regular              

monitoring of all recruitment activity. This will be undertaken with a view to improving              

future recruitment practices and thereby achieving the aims of this policy. 

At the end of the interview applicants will be asked to complete an evaluation form. Analysis                

of evaluation data will be reviewed and improvements made to the selection process. Data              

collected through the analysis of trainees’ applications and evaluation form will be used to              

inform the planned review of the policy and procedures. 

 

Applicants for all places will be asked to provide details of their ethnic origin, and gender.  

This information is confidential and will not be seen or used by the panel in selection in any                  

way. The information will be filed in the i2i SCITT office for monitoring purposes.  

Data Protection  

Records relating to recruitment and selection activities will remain confidential and           

accessible only to those who require information either as part of the recruitment             

decision-making process or for the administration of the process (including monitoring           

activities for the purposes of this policy or equality policies). Records relating to successful              

candidates will be placed in personnel files. Records for unsuccessful candidates will be             

retained in a secure place for a period of two years, after which time they will be destroyed.  

 

Appeals and Complaints  

Where disputes arise it is hoped that most of these can be resolved informally by discussion                

with the SCITT Director. Where this is not possible, more formal procedures can be taken               

through the i2i SCITT Recruitment Appeals and Complaints Policy. Applicants can be assured             

that formal submission of an appeal or complaint will not prejudice any opinion of the               

applicant, or be used to adversely affect any later dealings with the applicant including any               

future applications.  
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i2i TEACHING PARTNERSHIP SCITT RECRUITMENT APPEALS AND COMPLAINTS 

POLICY  

Scope   

Appeals and/or complaints should be completed by the applicants themselves - letters and             

other correspondence from other parties will not be considered. All written correspondence            

should always include the applicant’s full details including; name, address, contact details            

and UCAS-TT or other application reference number where applicable.  

Roles and Responsibilities  

 

SCITT Recruitment & Marketing Lead  

● to deal with verbal complaints (not applicable to appeals)  

SCITT Director  

● to investigate written complaints;  

● to assess the validity of appeals;  

● to make a decision with the appropriate subject leader on appeals.  

Applicants are expected to treat all members of i2i Teaching Partnership SCITT staff with              

respect. Applicants who abuse, threat or mistreat members of staff either verbally, in             

writing or physically will not be tolerated and will have their application and             

appeal/complaint automatically rejected.  

Definitions and Grounds of Appeals  

Definition of Appeals  

An appeal is defined as a request for the reconsideration of a recruitment decision on an                

application or the wording/terms and conditions of an offer.  

The outcome of a successful request to appeal would be to reconsider the candidate’s              

application with a view to changing or upholding the original decision.  

An appeal may relate to the following decisions within the application process:  

● the decision to interview; 

● the decision to make an offer;  

● the content of the offer.  

Grounds for making an Appeal  

The Appeals Procedure may only be used where there are adequate grounds for doing so               

and may not be used simply because a candidate has been unsuccessful with his or her                

application at any of the stages  listed above. 

Appeals against decisions may be made on one of the following grounds:  

● There is evidence that procedure was not followed; 

● There is new evidence which has come to light, with valid reasons for not previously               

stating it. If no good reason is given as to why this information was not previously                

available then it will not be considered; 
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● There is evidence that the i2i SCITT has demonstrated bias or prejudice in the              

treatment of the application.  

There is no provision for appeal against the academic or professional judgement of those              

making the decision on applications.  

The decision of the SCITT Director on completion of the internal procedure is final.  

The Appeals Procedure  

Initial contact  

Applicants who are dissatisfied with a recruitment decision may submit an appeal in writing              

to the SCITT Administrative Lead. The appeal must include the following information:  

● Applicant’s name;  

● Applicant’s address;  

● UCAS-TT or other application reference number where applicable;  

● The subject applied for;  

● The information they have already received.  

There are a number of grounds for making an appeal and at least one must be specified in                  

the letter. The  grounds for appeal are indicated above.  

Please note that all relevant information should be submitted at this time and that it is not                 

possible to consider information which is submitted at a later point in the appeals process               

without good reason.  

Appeals can only be considered if received within 10 working days of the original dispatch               

of  information about an interview, offer or rejection decision.  

Verbal discussions regarding the details of the appeal will not be entered into.  

Stage I  

Receipt of the appeal will be acknowledged in writing normally within 5 working days of the                

date of receipt (within term time). The SCITT Director will assess the grounds on which the                

appeal is based to determine whether they are valid.  

If it is found that there are no valid grounds for appeal, the appeal will not be progressed                  

any further and the applicant will be informed of this in writing, normally within 10 working                

days.  

If the grounds stated are assessed as valid a formal response will be issued by letter                

normally within 10 working days (within term time). This response will have one of the               

following outcomes:  

● The decision under appeal will be reviewed and the same decision will            

be arrived at; 

● The decision under appeal will be reviewed and a different decision will            

be arrived at.  
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Stage II  

If the appeal is not resolved to the satisfaction of the applicant, s/he may write to the                 

Accounting Officer of the i2i SCITT (via the PA to the Executive WMAT Team) within 10                

working days of dispatch of the formal response stating reason for  their dissatisfaction.  

Appeals at this stage will only be considered valid on the grounds that the i2i SCITT has                 

failed to follow the procedure as stated in this document.  

The Accounting Officer will assess the validity of any appeals at this stage and will respond                

within 10 working days (within term time) by letter to inform the applicant whether the               

appeal was successful or not. The decision at this stage is final and the applicant does not                 

have further recourse under these procedures.  

 

The time scales for the process are stated above. Applicants are requested not to contact the                

admin office in these time periods and are advised that no additional correspondence either              

by telephone, email or letter or any other medium will be entered into.  

Definitions and Grounds of Complaints 

Definition of Complaints  

Complaints are defined as relating to the services offered by the i2i SCITT or the actions or                 

behaviour of a member of staff during the recruitment process. This could involve             

concerns around a procedural error, irregularity or maladministration in the recruitment           

process.  

If a complaint were upheld the likely outcome could be a formal or informal apology or                

decision to review  procedures.  

Grounds for making a complaint  

A complaint may be made about any stage of the recruitment process, where there are               

adequate grounds for doing so. The Procedure may not be used simply because a candidate               

has been unsuccessful with his or her application at any of the stages.  

Complaints will only be considered valid if they relate to the following:  

● The actions of a member of staff;  

● The conduct of a member of staff; 

● The services offered by the i2i Teaching Partnership SCITT. 

Claims for financial compensation will not be entered into.  

The Complaints Procedure  

There are two routes for complaints: Informal (verbal); Formal (written).  

Informal  

Informal complaints may be made verbally to the SCITT Recruitment & Marketing Lead             

Manager, normally within 5 working days of the event or incident to which they relate and                
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no more than 10 working days. This would enable the SCITT Team to gather information               

about the event or incident quickly.  

Formal – Stage I  

Applicants who remain dissatisfied or have a more serious complaint may make a formal              

complaint in writing. This complaint should be addressed to the SCITT Director and be              

submitted no later than 10 working days after the event or incident. The complaint must               

include the following  information:  

● Applicant’s name; 

● Applicant’s address and contact details;  

● Applicant’s UCAS-TT number where applicable; 

● The subject applied for; 

● The information they have already received; 

● The nature of their complaint and any supporting evidence; 

● A reasonable outcome which the applicant feels would be an appropriate response.  

Please note that all relevant information should be submitted at this time and that it is not                 

possible to consider information which is submitted at a later point in the complaints              

process without good reason.  

The complaint will be investigated by the SCITT Director who will reply to the applicant in                

writing, normally within 10 working days (within term time).  

Formal - Stage II  

If the applicant remains dissatisfied with the decision s/he may write to the the              

Accounting Officer of the i2i SCITT (via the PA to the Executive WMAT Team) explaining               

why the applicant remains dissatisfied and, in respect of the complaint, what she/he             

would have hoped the outcome would have been.  

The Accounting Officer will normally respond within 10 working days within term time.             

This decision is final and the applicant does not have further recourse under these              

procedures.  

Storage of information relating to Appeals and Complaints  

By signing your letter of Appeal or Complaint, you agree that the i2i Teaching Partnership               

SCITT can process information it contains for all the purposes relating to the Appeal and               

Complaints procedure for applicants. Information will be stored and processed in           

accordance with the Data Protection Act (1998). It may be disclosed to members of the i2i                

Teaching Partnership SCITT who have a need to see it and will be stored as part of your                  

application to the course.  

Monitoring of Appeals and Complaints  

The i2i Teaching Partnership SCITT monitors the numbers and outcomes of Appeals and             

Complaints and reports this to internal quality assurance forums with a view to improving              

customer service. Monitoring reports will not contain any personally identifiable          

information.  
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i2i SCITT Recruitment & Selection Procedure Flow Diagram 
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APPENDIX 2 
SELECTION MATRIX  
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Key Selection Criteria/Competencies (relating 
to Person Spec and Role description) 
 

Questions EXCELLENT GOOD AVERAGE POOR 

Positive attitude and commitment towards 
working with, and safeguarding children 

2,3,4,6     

Clear and effective written communication 
skills 

PI,1,L,S     

Clear and effective verbal communication skills PI, 1,3,4,7     
Evidence of organisation and time 
management skills 

1,9,L,S     

Evidence of high standards (professional and 
personal standards, ethics, behaviour) 

2,3,4     

Clear motivation and reasons for becoming a 
teacher 

2,3,10     

Clear passion for subject 1,2,5,11,S     
Knowledge about the profession 4,6,10,11     
Awareness of subject curriculum 1,5,S     
Awareness of current educational issues 4,6,10     
Ability to reflect on and improve practice 1,5,8,9     
Energy and stamina 8,10     
Positivity and Resilience  2,4,8,10     
Creativity & Innovation 1,5,7,9,11     
Supportive, team-orientated and inspirational 1,4,7,9,11     
Health, Physical & Mental Capacity 1,3,4,10     
 

OVERALL     

Additional comments: 
 
 
 
 
 
Areas of strength: 
 
 
 
 
 
Areas of concern/development: 
 
 
 



 

 
 

 

 

APPENDIX 3 

i2i Trainee Teacher Person Specification 

Qualifications  

1. You will have achieved a standard equivalent to a grade 4/C GCSE in English Language and 
Mathematics (or equivalent qualification if studied abroad). 

2. You will hold a first degree (Level 6) of a United Kingdom higher education institution (or 
equivalent qualification if studied abroad).  

Health, Physical and Mental Capacity  

You will have the health, physical and mental capacity to teach without constituting a risk to 
the health, safety or well-being of pupils. This includes:  

● the ability to communicate effectively with pupils, colleagues and individuals holding 
parental responsibility; 

● possession of sound judgement and insight;  
● the ability to remain vigilant and attentive at all times while supervising, assisting and 

supporting pupils and/or working in hazardous situations;  
● the ability to respond to pupils’ needs in a timely and effective manner;  
● the ability to manage classes/groups of pupils;  
● planning and preparing lessons and learning sequences for pupils;  
● delivering lessons and learning sequences;  
● assessing pupils’ development, progress and attainment;  
● reporting on pupils’ development progress and attainment.  

Suitability  

You will: 

● be subject to appropriate pre-selection or pre-employment checks. These will include, 
but are not limited to, an enhanced Disclosure and Barring Service (DBS) criminal records 
check and a children’s barred list; 

● be expected to undertake a pre-training health questionnaire with an occupational 
health provider as selected by the i2i Teaching Partnership SCITT; 

● where disabilities exist, be able to meet the role description, person specification and 
functional capacity with reasonable adjustment(s).  

Personal Characteristics  

You will:  
● be able to demonstrate a positive attitude & commitment to working with young people; 
● need to be flexible and motivated;  
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● have a passion for your subject and for delivering first class education; 
● have excellent interpersonal, communication, organisation and time-management skills; 

 
● be able to work creatively and innovatively; 
● have the ability to be reflective and improve your practice; 
● have potential leadership capabilities; 
● have the resilience to cope effectively with a variety of stressful situations and the energy 

and stamina to thrive in a challenging environment. 
● have consistently high standards of personal and professional conduct; 
● maintain high standards in ethics and behaviour both within and outside school;  
● uphold public trust in the profession;  
● be able to attend work and carry out tasks punctually in a regular and consistent manner; 
● have an easily recognisable yet realistic enthusiasm for working with children and young 

people, treating them with dignity, being able to build relationships rooted in mutual 
respect, whilst at all times observing proper boundaries appropriate to your professional 
position;  

● be tolerant and respectful of others’ actions and beliefs, upholding fundamental British 
values, such as democracy, the rule of law, individual liberty and mutual respect. 

 

i2i Trainee Teacher Role Description 
 

The role of a Trainee teacher during periods of school experience, acting within the statutory 
frameworks which set out a teacher’s professional duties and responsibilities, is to:  
 
● Act at all times in accordance with the statutory frameworks which apply to teachers, 

having proper and professional regard for the ethos, policies and practices of the school 
in which they teach, and maintain high standards of personal attendance and 
punctuality;  

 
● Recognise the need to safeguard pupils, in accordance with statutory provisions;  
 
● Be tolerant of and show respect for the rights of others including those with different 

faiths and beliefs;  
 
● Set high expectations which inspire, motivate and challenge pupils by establishing a safe 

and stimulating environment for pupils, rooted in mutual respect; setting goals that 
stretch and challenge pupils of all backgrounds, abilities and dispositions;  

 
● Demonstrate good subject and curriculum knowledge, with a secure knowledge of the 

relevant subject(s) and curriculum areas being taught; foster and maintain pupils’ 
interest in the subject, addressing their misconceptions and misunderstandings;  

 
● Take responsibility for modelling and promoting high standards of literacy, articulacy and 

the correct use of standard English; 
 
● Read, critique, assimilate and use research and other relevant theoretical information 

and guidance to inform and improve practice;  
 
● Promote the value of scholarship and a love of learning by stimulating children’s 

intellectual curiosity and demonstrating consistently the positive attitudes, values and 
behaviour which are expected of pupils;  
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● Plan and teach well-structured lessons, taking into account the needs of all pupils, 
including: those with special educational needs; those with English as an additional 
language; those with disabilities and imparting knowledge and developing understanding 
through effective use of lesson time; using distinctive teaching approaches which enable 
pupils to be taught effectively according to their physical, social and intellectual stage of 
development;  

 
● Reflect systematically on the effectiveness of lessons and approaches to teaching; 

contributing to the design and provision of an engaging curriculum within the relevant 
subject area(s);  

 
● Set homework and plan other out-of-class activities to consolidate and extend the 

knowledge and understanding pupils are acquiring;  
 
● Promote and be accountable for good pupil progress, attainment and outcomes;  
 
● Use relevant data to monitor pupil progress, set appropriate targets, and plan 

subsequent lessons; provide pupils with regular and timely feedback, both orally and 
through accurate marking, encouraging pupils to respond to the feedback they receive; 
reflect on the progress they have made and their subsequent emerging needs;  

 
● Make accurate and productive use of assessment within relevant subject and curriculum 

areas, becoming confident in the application of statutory assessment requirements and 
use of formative and summative assessment to secure pupils’ progress;  

 
● Manage behaviour effectively to ensure a positive and safe learning environment; 

establishing a framework for discipline with a range of strategies, using praise, sanctions 
and rewards consistently and fairly;  

 
● Use behaviour management techniques which are appropriate to pupils’ needs in order 

to involve and motivate them; exercising appropriate authority and acting decisively 
when necessary whilst maintaining good relationships with pupils;  

 
● Promote good and courteous behaviour both in classrooms and around the school in 

accordance with the school’s behaviour policy;  
 

● Engage in wider professional responsibilities, making a positive contribution to the wider 
life and ethos of the school; developing effective professional relationships with 
colleagues and knowing how and when to draw on advice and specialist support;  
 

● Deploy support staff effectively and take responsibility for improving teaching through 
appropriate professional development, including responding to advice and feedback 
from colleagues;  

 
● Communicate effectively with individuals holding parental responsibility with regard to 

pupils’ achievements and well-being.  
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APPENDIX 4 

PRE-INTERVIEW CHECKLIST FOR APPLICANTS 
 

NAME:                                                                              DATE: 

 

SUBJECT:                                                                         ZOOM or PHONE: 

 

UCAS or FAST-TRACK:  

 

Do we have schools able to take them? 

 

1/ Qualifications - confirm and check dates. Ask for NARIC certificate of comparability if 

appropriate 

 

 

2/ If from overseas do they have settled status and resident for 3 years+? 

 

 

3/ Driving Licence & Location - do they drive and how flexible are they? 

 

 

4/ School Experience - do they have any and how much/when? 
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Degree  

A Levels  

GCSE Maths & English  

Licence  

Travel  

Preference for training hub  



 

 

5/ Subject Knowledge  

 

 

6/ Identify any gaps in education/employment and explore 

 

 

7/ Where else applied to and any preferences/links to providers or schools 

 

 

8/ How heard about the i2i SCITT and what attracted to apply 

 

 

9/ What are the most important factors to you when choosing a training provider? 
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Degree, A Level or GCSE in subject?  

Relevant career history?   

Comments  

  

  

  

 



 

 

10/ Any other comments/points to note? 
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