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1. With any completed application, indicate clearly (if appropriate) any dates you are unable to attend for interview. Holidays do not take precedence over interviews and most schools do not wait until you return from holiday to interview you; therefore, do not book holidays at times when you are likely to be called for interview.
2. Most placement schools will release you to attend interviews without penalties. If you attend several interviews during one of your school placements, you may be expected to complete additional days in school to ensure you have completed the required number of days in school for your ITE programme.
3. Remember, you are not the only person applying for a post; there may be many applicants for some posts. It is therefore important to make sure your application is laid out and presented well, without using jargon. Some electronic forms enable you to complete individual sections and save and return to them prior to submitting the form, rather than having to complete the whole form at one time.
4. Check your application to make sure there are no basic errors such as typing errors, mistakes in spelling, grammar or punctuation, and that the information is accurate and consistent. If the form does not allow you to spellcheck, or does not allow you to use more than a specific number of words, complete the information in another format and then cut and paste it into the file. Ask someone to read through any application to check for spelling and grammatical errors. Tutors will usually look through your application before you send it off but build this time into the process.
5. Consider how you can make your application stand out. Using phrases that show your good qualities, for example, ‘I successfully led an initiative to introduce a new monitoring system to check pupils’ homework’ is better than ‘I checked pupils’ homework’. However, do not exaggerate claims.
6. Make sure you ‘sell yourself’. If you do not have a strong letter of application or statement, the school is unlikely to be interested; however, do not sound too arrogant. They do not want you to tell them what they already know about their school, but they do want to see that you have read and understood some of the school policies.
7. Remember that if you put down additional skills and experiences (for example, that you sing in a local choir), you may be invited to use those skills in school.
8. Ensure all relevant information is included. Check that there is no missing information, dates or other details, or questions that you have not answered. Do not leave any sections of the form blank. If there are sections you cannot complete (for example, you have had no previous teaching posts), then just put not applicable (N/A).
9. Remember, you only have one chance to get this right.
10. Keep a copy of each application with details of the post. If you are called for interview, you will need this information to prepare.
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