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33 Market Place

Hitchin







Herts SG5 1DY
Addressee

School

Address

Address

Postcode

Date

Dear ,

I would like to take this opportunity to thank you on behalf of T 4 TEACHERS LIMITED for agreeing to interview / arranging a trial day for TEACHER’S NAME with regard the post of SUBJECT NAME at TIME on DATE.  I would also like to confirm that the teacher has been interviewed face-to-face and undergone the following checks: 

Face-to-face interview

Criminal Records Bureau (CRB) Disclosure gained

List 99 check through the DfES completed

Overseas police clearance gained (where applicable)

Right to work in UK qualified (where applicable)

Health check

Qualifications check

Current address details checked

That a minimum of two professional references have been attained

That the teacher has the required brief for the post and school

I will contact you after the interview / trial day to gain feedback. However, should you require anything further prior to my contacting you, please feel free to contact me on the number provided. 

Please find attached a list of checks for which, at time of arranging the interview, the results/outcome were still outstanding. I look forward to speaking with you shortly. 

Yours sincerely,

for T 4 TEACHERS LIMITED

Teacher interview checks requiring completion/confirmation:

	Face-to-face interview
	

	
	

	Criminal Records Bureau (CRB) Disclosure gained
	

	
	

	List 99 check through the DfES completed
	

	
	

	Overseas police clearance gained (where applicable)
	

	
	

	Right to work in UK qualified (where applicable)
	

	
	

	Health check
	

	
	

	Qualifications check (UK NARIC & universities)
	

	
	

	Current address details checked
	

	
	

	A minimum of 2 professional references have been received
	

	
	

	The teacher has the required brief for the post and school
	


Should the teacher’s CRB Enhanced Disclosure or Overseas Police Clearance still be pending, you are required to complete and return the attached form qualifying that you are prepared to accept responsibility for the teacher whilst at interview if the interview is to be held at the school. However, should the teacher’s Enhanced Disclosure or Overseas Police Check still be pending at the time of the agreed interview, we would advise that the school do not interview the teacher on the school premises whilst the school is populated. To further assist with this, T 4 TEACHERS LIMITED is prepared to secure an interviewing suite at one of our offices should you so desire. 

T 4 TEACHERS LIMITED – Date

School Declaration Form

I                                          confirm that T 4 TEACHERS LIMITED have informed us

regarding Mr/s _______________________  (INSERT TEACHER'S NAME) 

CRB/Police clearance status. 

I accept full responsibility for the conduct of the above named teacher for the duration of their interview to be held at SCHOOL NAME, ADDRESS on DATE. 

I understand that the onus is on me to ensure that this intending teacher is admitted by me personally to the school, ideally outside school hours, and that once I have established that they pose no immediate threat I will ensure that they are escorted at all times until they leave the premises.


Print Name:                                                                  .

Position:                                                                        . 

Signed:                                                                          .

Date:                                                                             .

Please return the signed copy in the envelope provided or fax it to:

T 4 TEACHERS LIMITED


33 Market Place

Hitchin

Herts SG5 1DY

Fax No: 01462 453712

Should this copy not be returned in time for the interview, T 4 TEACHERS LIMITED reserves the right to cancel the interview without written notice to the school concerned.

