[bookmark: _GoBack]Dear NAME
Further to your application for the position of JOB TITLE, I am pleased to advise that you have been shortlisted for interview.  The date and times for interview are available from the link below and I invite you to select a convenient timeslot.  When you have selected an interview time, this will be acknowledged and basic details of the interview arrangements will be confirmed by email.  Further details about the interview are provided below.
On arrival at the school, please report to reception and ask for NAME.
Please bring along to interview:
· Original qualifications relevant to the post. 
· Under the Immigration, Asylum and Nationality Act 2006, we are required to check that you are legally entitled to work in the UK before we can employ you.  This means that we need to see and copy your original documentation which confirms this - a passport, full birth certificate or appropriate documentation issued by UK Visas and Immigration will suffice. 
· Three original forms of identity (which may include your right to work in the UK documentation) - one should be photographic, one should confirm your date of birth and one should confirm your current home address. 
· Two employment references.  One should be from your current head teacher.  Only one reference is required if you are an existing employee of Perth & Kinross Council.
The Council requires PVG checks for all teaching posts.  Therefore, if you are successful at interview, you will be required to complete a relevant PVG Application or Update form before we can offer you the post.  Copies of the identity documentation that you provide at interview will be sent alongside your completed form to Disclosure Scotland.
Please note that you are not permitted to refer to notes during interview.
If you are unable to attend for interview or if you need any special requirements for the interview, please contact NAME on TEL NO.
If you have any queries please contact us at the above email address or telephone 01738 475555 and select option 1.
We look forward to meeting you soon.
 
Kind Regards
 
 
Recruitment Team
Perth & Kinross Council   

