APPENDIX A 

Enquiries to: 	Chair of Interview Panel 
Direct Dial: 	Extn. No. 
Date: 

CONFIDENTIAL 
Name 
Address 
Town 
Postcode 

Dear Name, 

Post: {Job Title} 

I refer to your recent interview and I am pleased to advise that the Interview Panel will be making recommendations to the Director of Education Services in regard to your appointment to the list of potential Supply Teachers who are prepared to work on an as and when required basis. Any recommendation will be subject to satisfactory completion of various checks. 

Appointment to this list, requires that Occupational Health clearance is obtained, and a questionnaire is attached. Please complete the questionnaire and ensure confidentiality by sealing it in a plain envelope with your name written on the top left hand corner. You should then return it to the Chair of the Interview Panel, who will forward it unopened to Occupational Health for assessment. 

References will now also be taken up. 

This post is exempt from the provisions of The Rehabilitation of Offenders Act 1974 and requires that post holders declare all previous criminal convictions. Disclosure Scotland provides a system of disclosing criminal history information to individuals and organisations for employment purposes, including PVG Scheme Records. 

You will be required to gain and maintain PVG Scheme membership. Falkirk Council will pay the fee initially and will reclaim this through regular salary deductions. Please complete and return the enclosed Application to Join the PVG Scheme/Existing PVG Scheme Member application and Payroll Deduction Mandate to the address below at your earliest convenience. 

It is important that you note that this letter is a conditional offer, and will only be confirmed after consideration of such checks. The Council reserves the right not to proceed with an appointment to the supply list for any reason. 

As we are not in a position to confirm a formal offer to you at this stage of the recruitment process you are advised, if applicable, you should not hand in your notice to your present employer. Please wait until such time as you receive a letter from the Council formally offering you an appointment to the Supply list with the Authority. 

Yours sincerely 

HEAD OF SERVICE
