Pre-Interview Checklist for Candidates

Any appointment is “subject to satisfactory completion of all relevant pre-employment checks”.
Use this checklist to help you organise what you need to bring for your interview.  Please remember to bring original documents with you.
	What you need to bring
	What documents are you taking?
	Check off

	All applicants will be required to show:

	1. Proof of your identity and your right to work in the UK
2. Proof of address

3. Proof of DOB 
See Appendix A for list of acceptable documents
	
	

	2. Certificates for relevant qualifications
	
	

	3. Valid up-to-date Enhanced DBS check certificate (previously CRB disclosure)
If you do not have one or it is not available for any reason, please make interviewers aware.  If successful at interview, you will be required to complete a DBS disclosure application.
	
	

	Applicants for posts where driving is a requirement will also be required to show:

	4. Driving License and counterpart
	
	


	Pre Employment check
	Notes – what are you taking?
	Check off

	Applicants for Teaching posts will also be required to show:

	5. QTS certificate

See Appendix B for exemptions
	
	

	6. Induction certificate 
See Appendix B for exemptions
NQTs: If you have completed any terms of induction already, you will need to bring the relevant assessment form(s).
	
	

	Applicants for Headteacher posts will also be required to show:

	7. NPQH certificate, if required for the role (it is no longer a statutory requirement)
	
	


Appendix A: Right to Work in the UK 

Acceptable Documentation
List A 
If possible candidates should produce any ONE of the following documents, which provide sufficient evidence of ongoing entitlement to live and work in the UK:

	A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom.

	OR

A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of the European Economic Area or Switzerland.

	OR

A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland.

	OR

A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland.

	OR

A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom.

	OR

A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom.


If a document from the above cannot be produced, the following documents can be produced in combination.  You need to provide:
· A P45 or P60

· A National Insurance Card

· A letter from a Government Agency

PLUS one of the following documents:

	An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom.

	OR

A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents.

	OR

A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents.

	OR

A birth certificate issued in the Channel Islands, the Isle of Man or Ireland.

	OR

An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland.

	OR

A certificate of registration or naturalisation as a British citizen.

	OR

A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom.


List B
If documents from List A cannot be provided, documents from List B can be accepted.  Please note that these documents carry some restrictions and if they are provided to initially verify right to work in the UK they will need to be checked again at least every 12 months.

	A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question, provided that it does not require the issue of a work permit.

	OR

A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question.

	OR

A work permit or other approval to take employment issued by the Home Office or the Border and Immigration Agency when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer confirming the same.

	OR

A certificate of application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.

	OR

A residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland.

	OR

An Application Registration Card issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service.

	OR

An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

	OR

A letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.


Appendix B: Reasons for Exemptions in Relation to QTS and induction
Who can teach without QTS?

· Student teachers, providing that they are under the direction and supervision of a qualified or nominated teacher and are only assisting or supporting the work of that teacher.

· Instructors with special skills or experience who are in post because no other suitable qualified teacher, GTP, RTP or SCITT trainee was available at the time of their appointment.

· Overseas trained teachers (OTTs) can teach for a maximum of fours years whilst they obtain QTS (beginning on their first day of work as a teacher – not a cumulative four years).
· Trainees undertaking the GTP, RTP or SCITT programme.

Who can teach without having completed the induction period?

· Teachers without QTS as outlined above.

· Teachers who obtained QTS on or before 7 May 1999.


· NQTs employed for a period of less than one school term as a short-term supply teacher can teach for a maximum of 16 months (beginning on the first day of appointment). 

· Teachers who have satisfactorily completed induction, probation, or the equivalent, in Scotland, Northern Ireland, Wales, Isle of Man, Guernsey, Jersey, Gibraltar, or a Service Children’s Education (SCE) school in Germany or Cyprus. 

· Teachers from the European Economic Area (EEA) who have been awarded QTS with exemption from induction.

· OTTs (from outside the EEA) with at least two years’ experience who have obtained QTS and have been simultaneously assessed as meeting the Induction Standards.
· OTTs from Australia, Canada, New Zealand and the United States who have obtained confirmation from the Teaching Agency that they have QTS.

· Teachers who do not wish to be eligible to teach in a maintained school or non-maintained special school at any point in their career.


· Teachers with restricted responsibilities awaiting appeal against a decision of failure to complete their induction support programme.
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