
 

 
 
 

   
      

 

        
             

 
 

              
             

             
 

 
            

              
               

          
 

          
      

            
              

          
  
          

 
               

            
       

            
         

       
 

            
             
         

 
            

      
 

           
     

     
 
 

  

Your Application, Our Recruitment Process 
& Conditions and Benefits of Employment for Teachers 

Applying  for  a  job  
Torfaen County Borough Council’s Equal Opportunities Policy and Recruitment and 
Selection code of practice means that we want to ensure that every applicant is treated 
fairly. 

Making  an  Application   
The application form is the only information used when deciding who to select for the next 
stage of the recruitment process. It is important that you take the opportunity to complete 
your form as fully and concisely as possible based on the information we have given you 
about the job.  

It is sometimes difficult to determine from the application form how well an applicant meets 
the criteria which have been identified for successful performance in the job. To make this 
a more objective process and to assist us in shortlisting it would be helpful if you could 
bear in mind the following suggestions when completing the application form: -

• the application form is available at www.torfaen.gov.uk for you to either download 
and e-mail to recruitment@torfaen.gov.uk or to complete and post. It is your 
responsibility to ensure that the application has been received by us. We suggest 
you use a read-receipt option if you e-mail the form and contact us urgently if you 
do not receive a receipt notification after requesting one; 

• 
• your application needs to show the relevant skills, interests and experience you 

have gained; 
• give examples of the work you have been involved in and write in a positive way (for 

example: I was responsible for….. I organised…….). be sure you specify your own 
responsibilities and not those of your department; and 

• each vacancy we advertise is based on a person specification which describes the 
skills, experience and aptitudes we are looking for. Wherever possible relate your 
own skills and experiences back to the requirements. 

You should remember to relate your application to a specific job every job is different – 
only submit the same application for a series of jobs if it is appropriate. Do not submit CVs 
with your application form or make an application using a CV only. 

Complete your form and submit it before the closing date to the address detailed in the 
Job Advert. Late applications may not be considered. 

Should you not hear from us within four weeks of the closing date, please assume your 
application has been unsuccessful. 
Recruitment information is available in Welsh 

Shortlisting and Assessment 

www.torfaen.gov.uk


 

          
   

              
       

           
              

        
 

               
            

          
  

                                                                                                                            
      

         
            

          
              

         
  

            
 
 

       
         

         
      

            
     

      
        
            

  
         

       
          

     
        

               
            
 

           
           

       
             

               
 

            
                

 
 

Applicants must meet the essential shortlisting requirements of the person specification to 
be invited for interview. 
You may be contacted by telephone or letter if you have been shortlisted. In addition, the 
Council may conduct tests/written exercises and/or assessment centres in appropriate 
circumstances and you may be asked to undertake such exercises as part of the 
recruitment process. You will be notified of the format of the selection process when you 
are contacted to confirm you have been shortlisted. 

At the interview the Panel will ask questions which are intended to allow you to expand on 
your application and to demonstrate how you meet the requirements of the post. This is 
also your opportunity to ask questions relating to the job, terms and conditions, hours of 
work, etc. 

Positive about Disabled People 
The disability confident symbol demonstrates that Torfaen County Borough Council is 
committed to the employment, retention, training and career development of people with a 
disability. Under this scheme if you have a disability and your application meets the 
essential criteria for the post you have applied for you will be shortlisted. If you wish your 
application to be considered under this scheme please complete Section 13 of the 
application form. 
If you require assistance to complete the application form please contact us. 

Guaranteed Interview Scheme for Armed Forces Veterans 
Helping veterans fulfil their potential outside the Armed Forces 
TCBC has introduced a Guaranteed Interview Scheme for armed forces veterans. The 
scheme supports the pledges in the Community Covenant. 
Veterans can find making the transition to civilian life extremely challenging, particularly in 
finding and securing lasting employment. 
The specific aims of the scheme are to: 

• assist veterans in overcoming barriers to finding civilian employment 
• reduce the risk of veterans having health and welfare problems as a result of long 

term unemployment 
• redress the balance for veterans’ re-employment prospects by giving them the 

chance to improve their transition back into civilian life 
• complement the re-employment support provided to veterans leaving the armed 

forces by the Ministry of Defence 
• benefit from the transferrable skills and qualities of veterans 

When a veteran applies for a job, they will be able to indicate on the application form their 
veteran status. A guaranteed interview will be offered to veterans, provided that the 
veteran: 

• is currently serving in the armed forces and is within 12 weeks of their discharge 
date OR the armed forces were the veterans’ last long term employer 

• meets the essential criteria for an advertised role 
These criteria will be applied so as to create a longer shortlist of candidates than might 
otherwise arise. No candidate will be displaced from a shortlist by the application of the 
scheme. 
The scheme is not a guaranteed job for veterans. Selection procedures will still ensure the 
best candidate for the job is appointed, based on objective criteria in the role profile. 



 

 
   

           
    

 
  

            
         

 
    
           

             
           

          
           

          
           
                   
            

           
  

 
            

              
             

  
 

                
           
         

 

         
        

 
 

           
               

       
 

 
          

          
    

 
  

              
 

 
        

              
     

Reasonable Adjustments 
The Council is committed to making reasonable adjustments to job roles to facilitate the 
employment of applicants and employees with disabilities. 

Fair Recruitment 
Torfaen County Borough Council puts great importance on ensuring that every stage of 
the recruitment process is carried out fairly and consistently. 

Equal Opportunities Commitment Statement 
Torfaen County Borough Council is committed to achieving equality as an employer and in 
all aspects of our business. The Council will ensure that the community we serve and 
current and potential members of staff have equality of opportunity to access all our 
services and opportunities. The Council will seek to ensure that no one receives less 
favourable treatment on the grounds of disability, race, language, gender, colour, religion, 
age, sexual orientation, marital status, social position, or any other improper grounds, by 
any requirements or regulations which cannot be fully and legally justified. 
We hope that you feel that you have been treated fairly even if you are not appointed. If 
you want to discuss why you have not been successful, please contact the Headteacher or 
Improvement and Effectiveness Officer who interviewed you so that you can have some 
verbal feedback. 

If you remain dissatisfied you should write to the Head of Strategic Human Resources, 
giving details of the post you have applied for and we will ensure that the matter is properly 
investigated. If your complaint is found to be valid, we will review, as appropriate, our 
recruitment procedures. 

We hope you will be successful in your application. However, if you are not, please do not 
be discouraged from re-applying for teaching posts in Torfaen in the future. Your skills 
and experience may be what we need for our next vacancy. 

Main Conditions of Employ  ment  
This post is subject to the Conditions of Service for Schoolteachers in England and Wales 
(the “Burgundy” book) and the School Teachers’ Pay and Conditions Document. 

Salaries 
Please refer to the most recent School Teachers’ Pay and Conditions Document for the 
current salary information and pay structure. The pay range for the post you have applied 
for will be shown on the job description. 

Induction 
Induction is a statutory requirement for all newly qualified teachers in Wales who gain 
qualified teacher status. The guidance given by the Education Workforce Council provides 
full details of the induction framework. 

Leave of Absence 
Leave of absence will be in accordance with the Council’s agreed leave of absence policy. 

Sickness 
A teacher who is absent from duty owing to his/her illness (including injury or other 
disability) shall be entitled to receive in any period of one year an allowance in accordance 
with the following scale: -



 

          
    

     
 

            
   

 
            

   
 

             
    

 
  

           
  

 
 

 
 

        
           

        
  

 
   

          
          

 
   

           
                

                
            
            

 
  

     
             

      
 

            
              

           
        

 

 
 

During the first year of service: 

During the second year of service: 

During the third year of service: 

During the fourth and successive years: 

full pay for 25 working days and, after 
completing 4 calendar months’ service, 
half – pay for 50 working days; 

full pay for 50 working days and half – pay 
for 50 working days; 

full pay for 75 working days and half – pay 
for 75 working days; 

full pay for 100 working days and half – 
pay for 100 working days. 

Working Arrangements
The working arrangements for a teacher are as given in the School Teachers’ Pay and 
Conditions Document. 

Employee benefits   

Pension Scheme 
The Teacher Pensions Scheme is a contributory scheme administered by Teachers’ 
pensions on behalf of the Department for Children, Schools and Families. It is a defined 
benefit “final salary” scheme. The contribution rates are available from 
www.teacherspensions.co.uk 

Employee Support Line 
Torfaen County Borough Council offers a self-referral staff counselling service which 
provides confidential help and support for work-related and personal difficulties. 

Gateway Credit Union
Credit Unions are financial co-operatives run by and for their members, who are all local 
people. Members who save with them create a pool of money which is lent to those who 
want to borrow. The interest paid on loans pays for the running of the Credit Union. Credit 
Unions are ethical and offer fair, clear terms and low interest rates to all members. Credit 
Unions help people to manage their money and offer help with debt and money problems. 

Childcare Vouchers 
As an employer we share your concerns about balancing your working life with the 
demands made on you as a parent. With this in mind and to enhance our family friendly 
employment policies we operate a childcare voucher scheme. 

The scheme operates on a salary sacrifice basis, which means you exchange part of 
your salary for vouchers to use for childcare. You will not be required to pay tax and 
national insurance contributions on the total voucher value each month leading to possible 
savings values which are dependent on individual circumstances. 

Immigration and A  sylum A ct 1999  
Information for Applicants 

www.teacherspensions.co.uk


 

        
            

           
               

 
               

     
  

              
       
     

 
                 

               
    

 
 

  
 

 
              
             

          
            

       
 
 
 

    
             

                
           

             
               

                 
                 

                  
                

              
     

 
   

            
                  

               
               

         
 

As an equal opportunities employer Torfaen County Borough Council actively seeks to 
provide equal opportunity and access to all. Whilst the Council has put into place 
procedures to avoid discrimination in its recruitment processes it must at the same time 
also ensure that the people we employ have a legal right to work in the UK. 

This is why before any offer of employment can be made we must see proof that you are 
able to work in the UK. 

To find out whether you have the right to work in the UK you can visit the UK Border 
Agency website for further information. www.ukba.homeoffice.gov.uk (new window) or 
contact the HR Division for further advice. 

If you do not have the right to work in the UK without restriction, the HR Section will be 
able to advise you of the likelihood of obtaining a Work Permit for the post for which you 
wish to be considered. 

Rehabilitation of Offenders A  ct 1974
Treatment of Ex-Offenders   
 

 

Information for Candidates 

Introduction 
At Torfaen County Borough Council we aim to promote equality of opportunity for all with 
the right mix of talent, skills and potential, and welcome applications from a diversity of 
candidates. Criminal records will only be taken into account for recruitment purposes when 
they are relevant to the post for which you are applying. Otherwise, consideration for 
employment will be on merit and ability. 

Details of Criminal Records 
If the post you are applying for requires ISA Disclosure and Barring Service (DBS) check 
you are required to complete section 9 of the application form. If you have a conviction 
whether spent or unspent you are required to declare that fact in this section however 
please note that the DBS remove old and minor offences from the criminal record 
certificates. For those over 18 at the time of the offence the adult conviction will be 
removed if 11 years have elapsed since the date of the conviction and it was the only 
offence and it did not result in a custodial sentence. An adult caution will be removed after 
6 years have elapsed since the date of the caution. For those under 18 at the time of the 
offence the same rules apply except the elapsed time period is 5 ½ years for a conviction 
and 2 years for a caution. Any old minor offences meeting the above criterion would not 
have to be declared. 

Spent Criminal Convictions
The Rehabilitation of Offenders Act (ROA) 1974 sets out to help people who have been 
convicted of a criminal offence and who have since lived on the right side of the law. In 
general, a person convicted of a criminal offence and who receives a sentence of no more 
than two and half years in prison, benefits from the Act if they are not convicted again 
during a specified period. This period is called the rehabilitation period. 

www.ukba.homeoffice.gov.uk


 

               
          

             
           

    
 

             
 

    
               

          
          

          
 

         
                 

             
           

    
 
 

  
        

         
 

   
         

       
   
       

         
          

            
      

   
 

         
          

               
         

 
                 

                  
               

                 
                 

   
 

           
            

 
         

   
 

In general terms, the more severe a penalty is, the longer the rehabilitation period. Once a 
rehabilitation period has expired and no further offending has taken place, a conviction is 
considered to be ‘spent’. Once a conviction has been spent, the convicted person does not 
have to reveal or admit its existence in most circumstances, including, for example, when 
applying for a job. 

However, there are jobs for which all convictions must be declared on the application form. 

What is an ‘unspent’ conviction? 
If you’ve ever been convicted of an offence for which a sentence of more than 2 and a 
half years was imposed (regardless of the amount of time you actually spent in prison) 
this conviction can never become ‘spent’: It’s an ‘unspent’ conviction which you must 
disclose when asked about your criminal convictions (such as when applying for a job). 

Is this the only time a conviction is ‘unspent’? 
No. If you were given a sentence of two and half years or less, a conviction may still be 
unspent. Whether or not depends on the length of time that’s elapsed since the date of the 
conviction. This time is called the rehabilitation period –and it differs according to the 
type of sentence passed. 

Rehabilitation Periods 
The following sentences are deemed as never being ‘spent’ and must be declared 
regardless of what type of job you are applying for: 

• imprisonment for life; 
• imprisonment, youth custody, detention in a young offenders institution, or 

corrective training for a term exceeding 30 months; 
• preventive detention; 
• detention during Her Majesty’s pleasure or for life under s.205(2) or (3) of the 

Criminal Procedure (Scotland) Act 1975, or for a term exceeding 30 months passed 
under s.53 of the Children and Young Persons Act 1993 (young offenders convicted 
of grave crimes), or under the Act of 1975 (detention of children convicted on 
indictment), or a corresponding court martial punishment; 

• custody for life. 

Cautions, reprimands and formal warnings are considered 'spent' immediately they are 
given. However, for the posts requiring a criminal record disclosure, all spent convictions 
are required to be disclosed unless they meet the DBS old and minor criterion which are 
removed from the certificate, the definition is given below:-

For those over 18 at the time of the offence the adult conviction will be removed if 11 years
have elapsed since the date of the conviction and it was the only offence and it did not 
result in a custodial sentence. An adult conviction will be removed after 6 years have 
elapsed since the date of the caution. For those under 18 at the time of the offence the 
same rules apply except the elapsed time period is 5 ½ years for a conviction and 2 years 
for a caution 

Having an 'unspent' conviction will not necessarily bar an applicant from employment, this 
will depend on the circumstances and nature of the offence (s). 

The Following List includes sentences which are subject to rehabilitation under the 
Rehabilitation of Offenders Act: 



 

 
        

    
    

  
  

     
     

       

  

     
    

 

  

      
       

     
     

  

    

 
            

               
            

            
 

 
     

 

       
     

    
  

  

   

    

       
   

   

      
 

       
     

    
  

  

      
      

   
  

       
  

       

            
 

Types of sentence imposed on adults aged 18 years 
and over at the time 

Number of Years (from date of 
conviction) Before conviction 

Becomes “Spent” 

Imprisonment or detention in a young offender 
institution (previously known as youth custody) between 
six months and two and a half years 

10 years 

Imprisonment or detention in a young offender 
institution (previously knows as youth custody) for six 
months or less 

7 years 

A fine or any other sentence for which a different 
rehabilitation period is not provided (eg, a compensation 
or community service order, or a probation order 
received on or after 3rd February 1995) 

5 years 

An absolute discharge 6 months 

Except an absolute discharge, all periods above are halved if the person convicted was 
under 18 at the time. If you were under 18 and received a probation order on or after 3 
February 1995 the rehabilitation period is two and a half years or until the order expires – 
whichever is the longer. In the past, there were sentences that could be imposed only on 
young people. 

The rehabilitation periods for sentences like this are as follows: 

Type of Sentence imposed on Young People aged 
Under 18 years at the time 

Number of Years (from date of 
conviction) Before Conviction 

Become “Spent” 

Borstal 7 years 

Detention Centre 3 years 

An order for custody in a Remand Home or an 
Approved School Order 

1 year after the order expires 

Some sentences like this carry variable rehabilitation periods: 

Type of Sentence imposed on Young People aged 
Under 18 years at the time 

Number of Years (from date of 
conviction) Before Conviction 

Become “Spent” 

A probation order received before 3rd February 1995, 
a conditional discharge or a bind over 

1 year or until the order expires 
(whichever is the longer) 

A care order or supervision order 1 year, or until the order expires 
(whichever is the longer) 

An Attendance Centre order 1 year after the order expires 

A Hospital Order (with or without a restriction order) 5 years, or two and a half years 
after the order expires (whichever 



 

 
 

      
         
              
           

        
 

                
             

             
          

 
   

            
               

          
      
       

 
         

 
   

              
            

          
 

is longer) 

Assessing the relevance of criminal records 
In assessing a candidate’s (with a criminal record) suitability for employment, depending 
on the nature of the job and the details and circumstances of any convictions, the Council 
will take into account their skills, experience and conviction circumstances and weigh it 
against the element of risk for the job. 

Whilst it may not be possible to carry out a complete assessment on each individual, the 
Council will ensure that the circumstances of the offence are taken into account when 
assessing the suitability of an applicant with a criminal record for a vacancy. The 
assessment will not be taken prior to a job offer being made. 

Criminal Disclosure Checks 
In addition to you volunteering any information, all appointments to the above posts are 
subject to a criminal disclosure check, and appointment will only be made upon receipt of 
a satisfactory disclosure. The DBS disclosure will detail cautions, reprimands and formal 
warnings, as well as convictions. Other relevant non conviction information may be 
disclosed by the relevant authorities on your DBS check. 

This will also check barring lists for Children and Vulnerable Adults List where requested. 

Treatment of Ex-Offenders 
In order to ensure the proper use of disclosure information the council has a policy on the 
recruitment and treatment of ex-offenders. A full copy is available on request from HR 
Division, Torfaen County Borough Council, Civic Centre, Pontypool, Torfaen, NP4 6YB. 




