APPENDIX 7

Invitation to Interview – School headed paper
Dear 

Thank you for your application for the post of (Job title) at (name of school)
We are pleased to invite you for interview on: 

Date: 


Time of interview:






Time of assessment, test or presentation:
(Where applicable)




Details of assessment, test or presentation:


(Eg Title of presentation, typing test, etc.) (state any equipment available for use)

Members of selection panel:

Insert names and designation
Location:

Please report to:

Enter who to report to or where e.g. reception

The interview will last for approximately (length of time). The person specification and job description, a copy of which is enclosed, will advise you of those areas that will be assessed during the interview. In addition to this, we will also be exploring your suitability to work with children and the interview will include questions relating to safeguarding and promoting the welfare of children. 

Disclosure and Barring Service Disclosure
This post is exempt from the Rehabilitation of Offenders Act 1974. If you are successful, a Disclosure and Barring Service Disclosure will be sought. 
Qualifications
You should bring with you documents confirming any educational and professional qualifications that are necessary or relevant to this post e.g. your original certificates or a certified copy of a certificate or a letter of confirmation from the awarding body. For professional posts it will be necessary for you to also produce evidence of your registration with professional bodies, such as the Teaching Regulation Agency (TRA).
References

These have been requested from your named referees. They have been asked to return them prior to interview, so they will be available for discussion at that time. The school reserves the right to seek any further references deemed appropriate.

Asylum and Immigration Act 1996

With effect from 1st May 2004, Section 8 of the Asylum and Immigration Act 1996 requires all employers in the United Kingdom to make basic document checks on every person they intend to employ. You will need to provide to the interview panel, original documents confirming your eligibility to work in the United Kingdom as detailed in the enclosed document.  These documents will be photocopied and the copies will be retained.  If you are unsuccessful, they will be destroyed.
Should you have any questions on the above, please do not hesitate to contact (insert name and designation) for advice on (telephone number).

If there are any special requirements or adjustments to be made to the interview and assessment process that we need to be aware of for reasons concerned with your health or a disability, please let me know as soon as possible.

If you are unable to attend the interview, please contact me on the above number otherwise I look forward to meeting you on the day.
Yours sincerely

Enc:

Asylum and Immigration Act 1996 – documents list
