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MODEL INVITATION TO INTERVIEW LETTER

[bookmark: Text1] INSERT APPLICANT'S NAME HERE 
[bookmark: Text2] INSERT APPLICANT'S ADDRESS HERE 

[bookmark: Text3] INSERT DATE HERE 


[bookmark: Text4]Dear  INSERT APPLICANT'S NAME HERE

[bookmark: Text5]Re:  INSERT POST TITLE - DEPARTMENT HERE 

Thank you for submitting your Application Form together with supplementary forms for consideration for the above post. 

[bookmark: Text6][bookmark: Text7][bookmark: Text8][bookmark: Text9]I am delighted to invite you to attend an interview on  INSERT DATE HERE  at  INSERT TIME HERE  to be held at  INSERT VENUE HERE .  On arrival you should report to  INSERT NAME OF PERSON/RECEPTION ETC HERE . 

Interview Details 

[bookmark: Text10][bookmark: Text11]The interview will be conducted by a panel made up of  INSERT NAMES AND JOB TITLES OF INTERVIEWERS HERE .  The interview will last for approximately  INSERT HOURS/MINUTES HERE .  

[bookmark: Text12] IF RELEVANT, PROVIDE INFORMATION ABOUT INTERVIEW FORMAT HERE E.G. PRESENTATION/ASSESSMENT ETC.  IF IRRELEVANT, PLEASE DELETE . 

Documents Enclosed with this Letter

Enclosed with this invitation to interview letter are the following documents:

1. [bookmark: Text13]The Catholic Education Service Model Contract of Employment for  DELETE AS APPROPRIATE: SENIOR LEADERSHIP GROUP 1/SENIOR LEADERSHIP GROUP 2/TEACHER/SUPPORT  STAFF/LAY CHAPLAIN  which will be the contract of employment offered to the successful applicant;
2. [bookmark: Text14] INSERT NAME OF DIOCESAN GUIDANCE HERE  which sets out our understanding and expectations of what it means to be a “practising Catholic” which we believe will assist applicants in understanding our Catholicity requirements as indicated in the post advertisement and/or the Application Form and Notes to Applicants. 
3. Equality Act 2010 Reasonable Adjustments Statement – see below. 
4. [Disqualification Policy for Staff; a signed copy of which must be returned to the Designated Safeguarding Lead at the school should you wish to accept an offer of a post.]  DELETE THIS PARAGRAPH WHERE NOT RELEVANT.
5. Rehabilitation of Offenders Act 1974 – Disclosure Form.
6.	INSERT ANY OTHER ENCLOSURES AS APPROPRIATE.  DELETE THIS PARAGRAPH WHERE NOT RELEVANT. 

At the interview you will be required to sign a copy of this letter confirming that you have received, read and understood the content of this letter and the enclosures listed above. 

Disclosure & Barring Service Check 

This post is conditional upon satisfactory completion of Disclosure & Barring Service (DBS) Checks.  You will be required to submit to DBS Checks should your application be successful, and you have indicated your consent to such DBS Checks being made in your Application Form.  

[Disqualification Policy

This post is conditional upon a copy of the Disqualification Policy signed by you being submitted to the Designated Safeguarding Lead at the School.]

Right to Work in the UK

Under current immigration laws we are legally required to verify that you have permission to work in the UK.  Therefore, please bring original documentary evidence of such to the interview.  A full and up to date list of approved documentary evidence can be accessed on the Home Office website at: https://www.gov.uk/government/publications/right-to-work-checklist 

Evidence of Identity

As part of the DBS Checks we are required to gather three forms of evidence to confirm your identity.  You should, therefore, bring with you to the interview three original documents from the list available on the DBS website:  https://www.gov.uk/government/publications/dbs-identity-checking-guidelines

Evidence of qualifications

You will be required to bring to your interview all evidence of any relevant qualifications and grades attained as indicated by you in your Application Form.  Please bring original documents. 

Additional requirements

We are committed to ensuring that all applicants are able to fully participate in the recruitment process as far as is reasonable and, to that end, we enclose our Equality Act 2010 Reasonable Adjustments Statement which sets out some examples of the types of adjustments we may be willing to make, where it is reasonable to do so, to ensure fair access to disabled applicants.

[bookmark: Text15][bookmark: Text16]Should you require any additional arrangements and/or adjustments to be made in order to fully take part in any part of the interview process please contact  INSERT NAME HERE ,  INSERT JOB TITLE AND CONTACT TELEPHONE NUMBER HERE  with your requirements. 

Confirmation of attendance

[bookmark: Text17][bookmark: Text18]Please contact  INSERT NAME HERE ,  INSERT JOB TITLE AND CONTACT TELEPHONE NUMBER HERE  to confirm your attendance at interview. 
INSERT ANY OTHER RELEVANT INFORMATION HERE IF APPROPRAITE.  DELETE THIS PARAGRAPH WHERE NOT RELEVANT. 
We look forward to hearing from you. 
Yours sincerely,


[bookmark: Text19] INSERT NAME ETC HERE  
Model Invitation to Interview Letter – Version 3 – March 2013 (amended March 2021)
THE CATHOLIC EDUCATION SERVICE © 
image1.png




