Steeple Morden Primary School

Invitation to Interview Checklist

Interview date:
Post:
All forenames:

All surnames (including
previous surnames):

Please ensure that you have completed and/or provided the following documentation that the School
requires.

1. Disclosure of Criminal Convictions

| confirm that | have completed and enclosed the attached Criminal Convictions
Disclosure Form.

2. Disclosure of Child Protection Investigation

Have you been subject to any child protection investigation?

If yes, please provide details in a separate sealed envelope of the circumstances
and the outcome including any warnings, orders or conditions.

3. Disclosure of Relationships

Do you have any relationship with a pupil, employee, governor or trustee?

If yes, please enclose details.

4. Documents Provided to Evidence Right to Work

| confirm that | will provide evidence of my right to work in the UK if appointed.

Please see the enclosed Home Office Right to Work Checklist.

5. Documentation to Process DBS Check

| confirm that if appointed | will provide the appropriate documents to allow a DBS
check to be undertaken.

6. Qualification Certificates Provided

| confirm that if appointed | will provide the original copies of qualifications which |
have declared as part of my application and which are an essential requirement
for the role.

7. Prohibition Order (teachers only)

| confirm that | am not prohibited from teaching.

Signature of Applicant:
Print Name:

Date:


https://www.epm.co.uk/wp-content/uploads/2016/10/An-Employers-Guide-to-Right-to-Work-Checks-August-2017.pdf

Private and confidential
Criminal Convictions Disclosure Form

Please read the information below before completing the form. The completed form must be
brought to your interview for the post of (job) on
(date) and given to us in a sealed envelope.

The school’s policy requires all applicants for employment to disclose any previous unspent
criminal convictions and any cautions which have not expired, or any pending prosecutions. In
addition, the job you are applying for is exempt from the provisions of the Rehabilitation of
Offenders Act 1974 (exceptions order 1975) which requires you to disclose all spent convictions
and cautions except those which are ‘protected’ under Police Act 1997 - PartV and the
amendments to the Exceptions Order 1975 (2013) and are not subject to disclosure to
employers on DBS certificates and cannot be taken into account. Guidance on the filtering of
‘protected’ cautions and convictions which do not need to be disclosed by a job applicant can be
found at www.gov.uk/search?q=filtering&tab=detailed-results.

The information you give will be treated as strictly confidential. Disclosure of a conviction,
caution, warning or reprimand will not automatically disqualify you from consideration. Any
offence will only be taken into consideration if it is one which would make you unsuitable for the
type of work you are applying for. However, offences relating to children are likely to make you
unsuitable since this is a ‘regulated position’ under the Criminal Justice & Courts Services Act
2000. The school’s policy on the recruitment of ex-offenders is available on request.

Failure to disclose any relevant offences or give false information will disqualify any offer of
employment, or result in summary dismissal if you are in post, with possible referral to the police.
Confirmation of appointment is subject to a satisfactory Enhanced DBS Certificate.

Spent and Unspent Convictions, Cautions, Warnings and Reprimands except those
‘protected’

Please complete this table entering “none” if applicable. Continue overleaf if necessary.

Offence Date Court Sentence/Penalty

Pending Prosecutions

Please complete this table entering “none” if applicable. Continue overleaf if necessary.

Alleged Offence Appearance Date Court


http://www.gov.uk/search?q=filtering&tab=detailed-results

Disqualification

It is a legal requirement for schools and academies to ensure that the individuals they employ
are not disqualified from working with children who have not yet reached the age of 8. This
applies to those working in Early and Later Years settings or where their employment will involve
provision for children under the age of 8. By signing this form you confirm that you are not
disqualified from working in the specified settings. If you are appointed you will be required to
immediately inform the Headteacher if you become disqualified.

Signature: Full Name Date:
(in
capitals):

Prohibition from Teaching (if teaching post)

| confirm that | am/am not (delete as appropriate) subject to a Prohibition Order or Interim
Prohibition Order in line with the School Staffing (England) (Amendment) Regulations 2013.

Signature: Full Name Date:
(in
capitals):

Section 128 (if a management position e.g. Headteacher, teaching positions of the Senior
Leadership team, or any teaching positions which carry a department headship.)

| can confirm that | am/am not (delete as appropriate) prohibited or restricted from participating
in the management of Schools in line with under s.128 of the Education and Skills Act 2008.

Signature: Full Name Date:
(in
capitals):

| certify that | have read and understood this form and to the best of my knowledge the
information | have entered is true and complete. | understand that if | have failed to disclose or
given false information then it will disqualify any offer of employment, or result in summary
dismissal if | am in post, with possible referral to the police.

Signature: Full Name Date:
(in
capitals):

If you are appointed, this form will be retained on your personnel file for the duration of your
employment. If you are not appointed this form will be securely destroyed after six months.



Right to Work Checklist

me Office

Name of person:
Date of check:
Type of check: Initial check before employment [ |  Follow-up check on an employee [ |

Step 1 Obtain

¢ You must obtain original documents from either List A or List B of acceptable documents.

1. || A passport showing the holder, ora person named in the passport as the child of the holder, is a British citizen or
a citizen of the UK and Colonies having the right of abode in the UK.

2. [_] A passport or national identity card showing the holder, or a person named in the passport as the child ofthe
holder, is a national of a European Economic Area country or Switzerland.

3. [] A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office, to anational
of a European Economic Area country or Switzerland.

4. [ | A Permanent Residence Card issued by the Home Office, to the family member of a national of aEuropean
Economic Area country or Switzerland.

5. [ | A current Biometfric Immigration Document (Biometric Residence Permit) issued by the Home Office to the
holderindicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the
UK.

6. [ | A current passport endorsedto show that the holderis exempt from immigration control, is allowed to stay
indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

7. [ ] A current Immigration Status Document issued by the Home Office to the holderwith an endorsementindicating
that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay inthe UK, together
with an official document giving the person’s permanent National Insurance number and theirname issued by a
Government agency or a previous employer.

8. [ | A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder's
parents or adoptive parents, together with an official document giving the person’s permanent National Insurance
number and theirname issued by a Government agency or a previous employer.

9. [ | A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official
document giving the person’s permanent National Insurance number and their name issued by a Government agency
or a previous employer.

10. [ ] A certificate of registration or naturalisation as a British citizen, together with an official document giving the
person’s permanent National Insurance number and their name issued by a Government agency or a previous

employer.
List B Group 1

. [_] A current passport endorsed to show that the holderis allowed to stay inthe UK and s currently allowed todo
the type of work inquestion.
2. [ | A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the
holderwhich indicates that the named person can currently stay in the UK and is allowed to do the work inquestion.
3. [] A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issuedby
the Home Office to a non-European Economic Area national who is a family member of a national of a European
Economic Area country or Switzerland or who has a derivative right ofresidence.
4. [] A current Immigration Status Document containing a photograph issued by the Home Office to the holderwitha
valid endorsement indicating that the named person may stay inthe UK, and is allowedto do the type of work in
question, together with an official document giving the person’s permanent Mational Insurance number and their
name issued by a Government agency or a previous employer.

List B Group 2

1. [ ] A Certificate of Application issued by the Home Office underregulation 17(3) or 18A (2) of the Immigration
{European Economic Area) Regulations 2006, to a family member of a national of a European Economic Area country
or Switzerland stating that the holderis permitied to take employment which is less than 6 months old together with
a Positive Verification Notice from the Home Office Employer Checking Service.
2. [ ] An Application Registration Card issued by the Home Office stating that the holder is permitted to take the
employmentin question, together with a Positive Verification Notice from the Home Office Employer Checking
Service.

3. [ ] A Positive Verification Nofice issued by the Home Office Employer Checking Service fo the employer or
prospective employer, which indicates thatthe named person may stay in the UK and is permitted to do the work in
question.




e Youmust check that the documents are genuine, that the person presentingthem is the
prospective employee or employee, the rightful holder and allowed to do the type of work you
are offering.

1. Are photographs consistent across documents and with the Yes [ | No[ ] NA []
person’s appearance?

2. Are dates of birth consistent across documents and with the Yes [ ] No[ ]| NA []
person’s appearance?

3. Are expiry dates for time-limited permissionto be inthe UKinthe Yes [ | No[ ] N/A []
future i.e. they have not passed (if applicable)?

4. Have you checked work restrictions to determine if the person is Yes [ | No[ | NA []

able to work for you and do the type of work you are offering? (for
students who have limited permission to work during term-times,
you must also obtain, copy and retain details of their academic term
and vacation times covering the duration of their period of study inthe
UK for which they will be employed)

5. Are you satisfied the documentis genuine, has not beentampered Yes [ | No[ ] N/A []
with and belongs to the holder?
6. Have you checked the reasons for any differentnames across Yes [ | No[ | NA []

documents (e.g. marriage certificate, divorce decree, deed poll)?
(Supporting documents should also be photocopied and a copy
retained.)

Step 3 Copy

You must make a clear copy of each documentin a format which cannot later be altered, and
retain the copy securely: electronically or in hardcopy. You must copy and retain:

1. [ ] Passports: any page with the documentexpiry date, nationality, date of birth, signature,
leave expiry date, biometric details and photograph, and any page containing informationindicating
the holder has an entitlement to enter or remain in the UK and undertake the work in question.

2. [_] All other documents: the documentin full, both sides of a Biometric Residence Permit.

You must also record and retain the date on which the check was made.

Know the type of excuse you have
If you have correctly carried out the above 3 steps you will have an excuse against liability for a
civil penalty if the above named person is found working for you illegally. However, you need to be
aware of the type of excuse you have as this determines how long it lasts for, and if, and when you
are required to do a follow-up check.

The documents that you have checked and copied are from:

1. List A [ ] You have a continuous statutory excuse for the full duration ofthe person’s
employment with you. You are not required to carry out any repeat right to work checks on this
person.

2. List B: Group 1 [_] You have a time-limited statutory excuse which expires when the
person’s permission to be in the UK expires. You should carry out a follow-up check when the
document evidencing their permission to work expires.

3. List B: Group 2 [ You have a time-limited statutory excuse which expires 6 months from
the date specified in your Positive Verification Notice. This means that you should carry outa
follow-up check when this notice expires.

Date follow-up check required: |




