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LETTER INVITING APPLICANT TO INTERVIEW

Dear (name),

Re: (job title)

We refer to your recent application in respect of the above vacancy.

Having carefully considered your application, we would like to invite you to attend an interview.

Could you please contact (name) on (telephone number) as soon as possible in order to arrange a suitable date and time. You will be interviewed by (names) and the interview will take place at (location e.g. our offices).

In order to comply with our requirements under the Immigration, Asylum and Nationality Act 2006 we are legally obliged to obtain suitable documentary proof from you of your eligibility to live and work in the UK. Please read the enclosed document, which explains which documents you are required to supply, and bring these with you to interview.  

We look forward to meeting you at interview. Please find enclosed an Equal Opportunities Monitoring form. Please complete this and bring it with you to the interview.

Yours sincerely,

(name)

On behalf of the Company

Proof of Right to Work

Under ss15-24 Immigration, Asylum and Nationality Act 2006 it is a criminal offence for an employer to employ a person aged 16 or over who does not have permission to live and work in the UK. As a consequence an employer is legally obliged to obtain from successful candidates suitable documentary proof of their identity and eligibility to live and work in the UK. 

Satisfactory documentary proof falls into two groups. You are required to provide one document from the first group and two documents from the second group as follows: -

First Group (sufficient evidence in their own right): 

· A UK passport describing the holder as a British citizen or as a citizen of the UK and Colonies with the right to live in the UK; 

· A passport containing a certificate of entitlement issued by or on behalf of the UK Government which certifies that the holder has a right to live in the UK;

· A passport or national identity card, issued by a State which is party to the EEA Agreement or any other agreement forming part of the Communities Treaties which confers rights of entries to or residence in the UK, which describes the holder as a national of the State;

· A UK residence permit issued to a national of a State which is party to the EEA Agreement or any other agreement forming part of the Communities Treaties which confers rights of entry to or residence in the UK;

· A passport or other travel document or a residence document issued by the Home Office which is endorsed to show that the holder has a current right of residence in the UK as the family member of a named national of the State which is a party to the EEA Agreement or any other agreement forming part of the Communities Treaties which confers rights of entry to or residence in the UK, and who is resident in the UK;

· A passport or other document endorsed to show that the holder is exempt from immigration control, has indefinite leave to enter, or remain in, the UK or has no time limit on his stay;

· A passport of other travel document endorsed to show that the holder has a current leave to enter, or remain in, the UK and is permitted to take the employment in question, provided that it does not require the issue of a work permit; and 

· A registration card which indicates that the holder is entitled to take employment in the UK. 

Second Group (two verifying documents required for satisfactory evidence): 

A. A document issued by a previous employer, Revenue and Customs, the Department of Work and Pensions’ Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency, which contains the NI number of the person named in the document and either: 

· a birth certificate issued in the UK, which specifies the names of the holder’s parents;

· a birth certificate issued in the Channel Islands, the Isle of Man or Ireland;

· a letter issued by the Home Office, to the holder, which indicates that the person named in it has been granted indefinite leave to enter, or remain, in the UK;

· an Immigration Status Document issued by the Home Office, to the holder endorsed with a UK Residence Permit, which indicates that the holder has been granted indefinite leave to enter, or remain in, the UK;

· a letter issued by the Home Office, to the holder, which indicates that the person named in it has subsisting leave to enter, or remain in, the UK and is entitled to take the employment in question in the UK; or

· an Immigration Status Document issued by the Home Office, to the holder, endorsed with a UK Residence Permit, which indicates that the holder has been granted limited leave to enter, or remain in, the UK and is entitled to tae the employment in question in the UK; or

B. A work permit or other approval to take employment issued by Work Permits UK; and either

· a passport or other travel document endorsed to show that the holder has current leave to enter, or remain in, the UK and is permitted to tale the work permit employment in question, or

· a letter issued by the Home Office to the holder, confirming the same.
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EQUAL OPPORTUNITIES MONITORING FORM

The company operates a policy of equality and fair treatment in employment. We aim to ensure that all job applications are treated fairly, regardless of gender, age, ethnic origin or disability. 

To help us achieve this aim the information from this form helps us to monitor the effectiveness of our policy. 

Please complete the form and return it with your application form. It will be removed from your application and the information you have provided will be used for statistical monitoring purposes. 


Title of job applied for: _____________________________________________
Gender:       Male [    ]          Female [   ]

Material status:       Married [   ]       Single [   ]       Other (Please specify) [   ]

                                Prefer not to say [   ]

Age Band:     Under 18 [   ]      18 – 30 [   ]      31 – 50 [   ]   51 – 65 [   ]     Prefer not to say [   ]

Sexual orientation:       Heterosexual [   ]      Homosexual [   ]      Bisexual [   ]

                                       Transsexual [   ]      Prefer not to say [   ] 

Disabilities:      None [   ]      Physical disability [   ]      Mental disability [   ]      

                          Prefer not to say [   ]

Race/nationality/ ethnic origin: 

White

English [   ]      Scottish [   ]      Welsh [   ]      Irish [   ]      

Other white background (please specify) [   ]

Mixed 

White and Black Caribbean [   ]      White and Black African [   ]      

White and Black British [   ]      White and Asian [   ]      

Other mixed background (please specify) [   ]

Asian

Indian [   ]      Pakistani [   ]      Bangladeshi [   ]      British [   ]      

Other Asian background (please specify) [   ]

Black

Caribbean [   ]      African [   ]      Black [   ]      

Other black background (please specify) [   ]

Chinese [   ]

Other ethnic group [   ]

Prefer not to say [   ]

Religion:      Christian [   ]      Catholic [   ]      Jewish [   ]      Sikh [   ]      Muslim [   ]

                     Hindu [   ]      Buddhist [   ]      Rastafarian [   ]      None [   ] 

                     Prefer not to say [   ]

Other (Please specify) ______________________________________________________

For the purposes of the Data Protection Act 1998, I hereby confirm that by completing this form I give my consent to the Company processing the data supplied on this form for the purpose of equal opportunities monitoring. 

Date:

………………………………
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INTERVIEW ASSESSMENT FORM

[Bear in mind that this form, when completed, will be disclosable under Data Protection principles to the candidate that it relates to. Also ensure that all criteria are objective and necessary for the position in question.]

	VACANCY
	CANDIDATE

	FACTOR
	COMMENTS
	RATING

	
	
	A
	B
	C
	D
	E

	Qualification and training
	
	
	
	
	
	

	Experience
	
	
	
	
	
	

	Knowledge & skills
	
	
	
	
	
	

	Personality
	
	
	
	
	
	

	Recommendation
	
	
	
	
	
	

	
A
=
Excellent


B
=
Good


C
=
Average


D
=
Poor


E
=
Very poor

	Comments and Actions



	Interviewer/head of panel ____________________________
Date ___________________________
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LETTER REQUESTING REFERENCE

Dear (name),
Re: (name)

The above named person has applied for employment with our company as a (job title) and has given your name as a referee. If the applicant was previously or is currently employed by you, we would be grateful if you could complete the attached confidential reference sheet. If the applicant is personally known to you but has not been employed by you, we would appreciate your opinion as to their personality, character and suitability for the post, including in particular their honesty, integrity and reliability.

The applicant has agreed to us contacting you for the reference.

Please note that any information provided by you will be held in strict confidence, subject to the provisions of the Data Protection Act 1998. A pre-paid envelope is enclosed for your convenience.

I look forward to hearing from you as soon as possible.

Yours sincerely,

(name)

On behalf of the Company
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CONFIDENTIAL EMPLOYMENT REFERENCE

Applicant’s name: ______________________________________________________
Job title when employed by you: ____________________________________________

Reason for leaving: _____________________________________________________

Final salary: __________________________________________________________

Summary of job (tasks/duties) whilst employed by you: 

________________________________________________________________

________________________________________________________________

Please also give your assessment as to the following: 

Competence in the job (quality and quantity of work produced)  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Application and attitude to the job and to the company  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory

· Below average

Ability to work without supervision 

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Management of workload and ability to work under pressure  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Honesty and trustworthiness  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Attendance/sickness absence records  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

How many days of sickness absence has the applicant taken in the previous two years of his/her employment with you? 

Timekeeping 

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Relations with other work colleagues   

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Relations with clients, customers and suppliers  

· Exceptional 

· Very good

· Good

· Above average

· Satisfactory 

· Below average

Does the applicant have a current disciplinary record?     YES / NO  

If yes, please specify the level of warning given and a summary of the offence committed:

________________________________________________________________

________________________________________________________________

Any other comments: 

________________________________________________________________

________________________________________________________________

Would you re-employ this person?           YES / NO

If no, why not? 

________________________________________________________________

________________________________________________________________

Signed: _______________________

Name: ________________________

Position: ______________________

Date: _________________________
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LETTER REJECTING UNSUCCESSFUL CANDIDATE

Dear (name),

Re: (job vacancy)

I refer to your interview on (date) in respect of the above vacancy and regret to inform you that you were not successful in your application.  The standard of applicants was extremely high and having considered your qualifications and competencies for the position there were other candidates who were more suited to our requirements.    

I would like to thank you for your interest in our Company and wish you every success in your search for a suitable position.

Yours sincerely,

(name)

On behalf of the Company
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OFFER OF APPOINTMENT LETTER

Dear (name),

I refer to your interview with (names) on (date) and am pleased to offer you employment as a (job title) on the following terms:  

1. Your normal place of work will be at (address).
2. Your salary will be £(amount) per annum, payable (weekly/monthly) in arrears on (date) of each (week/month) [directly into your Bank/Building Society account][by cheque]. 

3. You will be entitled to (number) days’ holiday during each holiday year.  [In addition you will be entitled to the usual bank holidays.]  The Company’s holiday year runs from (date) to (date). 
4. Your normal hours of work will be from (time) to (time) [Mondays to Fridays] inclusive of (half an hour/one hour) unpaid break for lunch). However, these hours must be regarded as flexible and you may be required to vary or extend them depending on the needs of the Company.  Any extra hours worked will be [without extra remumeration/][paid at [normal hourly rate/timie and a half] OR given to you as equivalent time off in lieu.]
5. You will report to (name). 

The first (number) months of your employment will be a probationary period and your employment may be terminated  during this period at any time on one week’s prior written notice.  Following the probationary period, notice periods will be as set out in the Statement of Particulars of Employment.  This offer is subject to satisfactory references being obtained and for this purpose please provide me with the names and addresses of two referees, if these were not stated on your application form/CV.  Please note that this offer is subject to the terms set out in your Statement of Particulars of Employment.  

If you wish to accept this offer, please telephone me immediately so that we may agree an employment start date. 
I look forward to hearing from you. 

Yours sincerely, 

On behalf of the Company
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