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<<Name>>

<<Address>>

<<Date>>
Dear <<Name>>
RE: << Vacancy>><< Location >>
You have been selected to attend an interview for the above role. 
Your interview will be held at <<location>> at <<time>>.  On arrival, you should report to Reception and ask for <<contact>>.    

The interview panel with comprise <<name (plus job title)>>, <<name (plus job title)>>, <<name (plus job title)>>.
(IF APPLICABLE)

In addition to a competency-based interview you will also take part in <<XXX>> assessment/activity)
If you have any particular needs that should be taken into account during the interview and selection process, please contact me in advance so that I can make the necessary arrangements.

Please note that you must bring the following documentary evidence with you to interview;
- Eligibility of your right to work in the UK, as required by the Asylum, Immigration and Nationality Act 2006, see information below
- Academic Qualifications, professional / vocational qualifications or memberships as stated on your application form.

- Documentary evidence to support a Disclosure and Barring Service (DBS) Application Form

You will not be appointed if you do not comply with these checks, or provide false documentation.  Your DBS application cannot progress without the recruiting manager verifying, and copying, your documentary evidence therefore please ensure you bring sufficient documents to your interview. If providing the required documentation will pose any difficulties for you, please contact me as a matter of urgency. **See the lists of acceptable documents accompanying this letter. 
This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. Referees will be asked to disclose any Child Protection allegations or issues of a similar nature of all job applicants. Additionally at interview all candidates will be asked if there have been any allegations, or issues, raised against them by pupils or young people and if so, the outcome of them.
If you would like to discuss any of the above before the interview please contact <<Name, Job Title & contact number>>.
If you are unable to attend the interview, I would be grateful if you could let me know as soon as possible.

If you have any queries regarding this, please do not hesitate to contact me.   

Yours sincerely

<<Name>>
<<Job Title>>
Enclosure:

1. DBS List of Acceptable Evidence for Applicants

Note: Applicants must provide original documents to their verifier in order to prove their identification. 

Applicants must produce 3 documents 

· One document from group 1 and 

· 2 further docs from group 1, 2a or 2b one of which must verify their current address.

Note: EEA Nationals (Non UK) who have been resident in the UK for 5 years or less must provide evidence via this route by providing a current passport or current UK driving licence (photo card only) plus 2 other documents. 

Note: All Non EEA Nationals should be validated via this route only. 

NOTE: From 8th June 2015 the counterpart of the photo card driving licence is no longer required. In addition an EU current photo card driving licence is included as Group 1 evidence. 

Group 1 – Primary Trusted Identity Credentials

	Document
	Notes

	Passport
	Any current and valid passport

	Biometric residence permit
	UK

	Current driving licence – photo card.
	UK/Isle of Man/Channel Islands and EU (full or provisional)

All licences must be valid in line with current DVLA requirements.

	Birth Certificate- issued at time of birth
	UK and Channel Islands – including those issued by UK authorities overseas. Eg Embassies, High Commissions and HM Forces

	Adoption Certificate
	UK and Channel Islands


Group 2a – Trusted Government Documents

	Document
	Notes

	Current driving licence- photo card 
	All countries (full or provisional) (Excluding UK/Isle of Man/Channel Islands and EU)

All licences must be valid in line with current DVLA requirements

	Current driving licence – paper version
	UK/Isle of Man/Channel Islands and EU (full or provisional). 

All licences must be valid in line with current DVLA requirements

	Birth certificate – issued after time of birth
	UK and Channel Islands

	Marriage/Civil Partnership Certificate
	UK and Channel Islands

	HM Forces ID Card
	UK

	Firearms Licence
	UK, Channel Islands and Isle of Man


 Group 2b – Financial/Social History Documents

	Document
	Notes
	Issue Date and Validity

	Mortgage Statement
	UK EEA
	Issued in last 12 months

	Bank or building society statement
	UK and Channel Islands or EEA
	Issued in last 3 months

	Bank or building society account opening confirmation letter
	UK
	Issued in last 3 months

	Credit card statement
	UK or EEA
	Issued in last 3 months

	Financial statement e.g. pension or endowment
	UK 
	Issued in last 12 months

	P45 or P60 statement
	UK and Channel Islands
	Issued in last 12 months

	Council Tax statement
	UK and Channel Islands
	Issued in last 12 months

	Works permit or visa
	UK
	Valid up to expiry date

	Letter of sponsorship from future employment provider
	Non-UK or non EEA only – valid only for applicants residing outside the UK at the time of application
	Must still be valid

	Utility bill
	UK – not mobile phone bill
	Issued in last 3 months

	Benefit statement e.g. Child Benefit, Pension
	UK
	Issued in last 3 months

	Central or local government, government agency, or local council document giving entitlement, e.g. from the Department of Work and Pensions, the Employment Service, HMRC
	UK and Channel Islands
	Issued in last 3 months

	EU National ID card
	
	Must still be valid

	Cards carrying the PASS accreditation logo
	UK and Channel Islands
	Must still be valid

	Letter from head teacher or college principal
	UK – for 16 – 19 year olds in full time education. Only used for exceptional circumstances if other documents cannot be provided
	


Further guidance 

What if the applicant has changed their name recently and cannot provide ID documents in this new name?

Documents in a previous name can be accepted ONLY where the applicant can provide documentation supporting a recent change because of:

· marriage/civil partnership (marriage/civil partnership certificate)

· divorce/civil partnership dissolution (decree absolute/civil partnership dissolution certificate)

· deed poll (Deed Poll certificate)

Ensure that all ‘Previous names’ and ‘Dates used’ are recorded in the application form. 

What if the applicant has been adopted?

For applicants who were adopted before the age of 10, there is no need to provide surname at birth in Section A of the DBS application form, please provide your adoptive name in this section.

This is because the age of criminal responsibility is deemed to be 10 years, under the Children and Young Persons Act 1933, Chapter 12, Section 50. This means that there is no possibility that an individual could have a criminal record in a name that was used until the age of 10.

For further advice and guidance please contact Employment Support Service on 01609 532190 or email EmploymentSupportServiceRecruitment@northyorks.gov.uk. 
PAGE  
1

