INVITE TO INTERVIEW 
Dear

INTERVIEW FOR THE POST OF [POST TITLE]

Further to your recent application, I am pleased to invite you for interview for the above post at [time of arrival] on [date].  If you are unable to attend at this time, please call me to see if it is possible to rearrange.

On arrival, please report to reception at <LOCATION> and ask for <NAME> (Telephone if required: <TELEPHONE NUMBER>). 

The interview process will last approximately <DURATION>. <INSERT TEST OR PRESENTATION DETAILS IF APPLICABLE > The interview panel will consist of <Insert Names and job titles of interview panel>.  

This post for which you are being offered an interview comes within one of the occupational groupings where it is in the public interest for prospective employers to confirm your identity for the Safeguarding of Children, Young People and Vulnerable Adults.
 Please bring with you to interview the following original documents:

1. Your passport, even if you are a current member of staff.  This is in order that the Council/School complies with the Asylum and Immigration Act 1996 - Section 8. Please see the below link to the Right to Work Checklist for details of other documents we can accept if you do not have a current or out of date passport.https://www.gov.uk/government/publications/right-to-work-checklist/employers-right-to-work-checklist-accessible-version 
2. Any original certificates or qualifications relevant to your application, so that certified copies may be taken.
3. A documented national insurance number (e.g., P45, P60 tax, previous pay slips),
In addition, please complete the attached Self Declaration of suitability to work with Children Form and send it back to me as soon as possible.

If successful, a <Standard/ Enhanced> Disclosure and Barring Service check is required for this role. To avoid any delay to the recruitment process please also provide the applicable original ID documents as specified in the following link: https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-provide
Please note that for all successful candidates, their ID documents will be retained whilst they are employed with us and for a period of 7 years after they leave. All copies of ID taken at interview for unsuccessful applicants will be securely destroyed within 5 working days of the decision. 
In line with Department for Education guidance, Keeping Children Safe in Education 2022, we are required to carry out an online search on all shortlisted candidates.  Should any concerns be identified, they will be discussed with you at interview.

If you have indicated on your application that you have a disability, please inform me if there are any reasonable adjustments that you wish the panel to put in place during the interview process in order for you to attend and participate. 
We would like to take this opportunity to wish you well for your interview. If, however, you are no longer interested in the position and wish to withdraw your application, please let us know via email.
If you have any queries, please do not hesitate to contact me.

Yours sincerely
<name>
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